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The  art  of  job  and  task  analysis  is  not  an  easy  skill  to  acquire  nor  can 
it  be  learned  overnight.  Experience  and  judgment  are  essential  factors 
in  acquiring  it.  However,  these  two  factors  do  not  "just  happen"  when 
an  individual  gains  a  certain  rank/grade  nor  merely  by  assignment  to  a 
position  requiritig  an  analyst.  To  assist  in  obtaining  the  basic  and 
intermediate  skills  required  to  conduct  a  job  and  task  analysis,  the 
Training  Developments  Institute,  HQ  TRADOC  (ATTN:  ATTNG-TD1-0RA)  de¬ 
veloped  a  job  and  task  analysis  job  training  package  for  an  "analyst." 
The  initial  target  population  for  a  TRADOC  service  school  analyst  is  an 
enlisted  soldier  (Grade  +  E6/E7),  officer  (Grade:  CPT)  and  civilian  job 
classification  1710,  1712  (Grade  GS- 11).  The  intended  (recommended) 
sequence  that  should  be  used  to  train  the  analysis  staff  is: 

Analysts . 

Phase  I  -  Complete  the  self-pacing  modules  available  through  the 
Director  of  Training  Developments  (DTD)  in  each  service 
school.  If  these  are  not  obtainable,  contact  TDI  (AV 
680-3608)  for  a  complete  set.  These  modules  are  avail¬ 
able  for  administering  as  a  set  (or)  individualized 
modules  for  specific  jobs  (i.e.,  personnel  assigned  in 
the  Analysis  Division  with  responsibility  for  task 
inventory  development  need  take  only  those  modules 
directly  relating  to  his/her  job.  As  the  individual 
progresses  in  proficiency  and  acquires  more  missions 
then  the  modules  relating  to  the  skills/knowledges 
required  would  be  taken). 

Phase  II  -  Read  this  pamphlet  (TRADOC  Pam  351-4,  Job  and  Task 
Analysis  Handbook).  Not  all  analysts  wi 1 1  work  in 
all  areas  addressed  in  this  pamphlet  .  Being  exposed 
to  other  areas  may  cause  confusion.  As  the  analyst's 
proficiency  progresses  and  requirements  dictate  working 
in  new  areas  then  he/she  should  take  the  self-pacing 
module  for  his/her  new  duty  and  read/use  the  chapters 
relating  to  this  new  duty. 

As  Required  -  Analysts  involved  in  interviewing  should  review  the 
interviewing  tape  (TV)  available  as  part  of  the  job  and 
task  analysis  job  training  package.  Interviewing  is  a 
technique  which  some  cannot  master  and  which  requires 
skills  difficult  to  acquire  through  the  written  media. 
Although  the  self-pacing  modules  address  the  techniques 
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used  in  interviewing,  it  is  always  much  easier  to  "watch" 
someone  interviewing  and  "mimic"  his/her  techniques. 

Most  studies  show  that  the  art  of  interviewing  can  best 
be  obtained  through  a  "one-on-one"  teaching  technique. 
This  TV  tape  assists  in  this  need  by  providing  a  series 
of  events  the  analyst  can  relate  to. 

Chiefs  of  Analysis.  Individuals  assigned  as  managers  of  an  analysis 
effort  must  understand  the  management  requirements  (TRADOC  Reg  351-4, 
Job  and  Task  Analysis)  as  well  as  the  fundamental  issues  of  conducting 
an  analysis  and  the  ramifications  of  each  requirement.  Therefore  these 
managers  must  know  the  above  regulation,  this  pamphlet,  and  participate 
in  the  periodic  semin  rs  to  be  held  by  the  Occupational  Research  and 
Analysis  Division,  TDI.(AV  680-3608). 

Evaluators.  Personnel  involved  in  evaluating  the  job  and  task  analysis 
process,  and  their  products,  should  be  familiar  with  TRADOC  Reg  351-4, 
this  pamphlet,  and  complete  the  self-pacing  modules. 

Feedback  System.  The  procedures  described  in  this  handbook  have  been 
compiled  from  the  present  state  of  the  art  in  job  and  task  analysis. 
This  handbook  has  attempted  to  answer  the  real  problems  encountered 
during  analysis.  During  your  reading  of  this  publication  and  later 
during  your  actual  analysis  activities,  if  you  encounter  problems, 
please  contact  us.  Feedback  sheets  are  provided  at  the  end  of  this 
handbook.  Jot  down  your  ideas,  comments,  unresolved  problems,  and 
suggestions,  your  input  will  help  polish  this  handbook  and  the  TRADOC 
analysis  system.  The  Occupational  Research  and  Analysis  Division,  TDI 
is  available  to  provide  technical  advice  should  questions  arise  with 
this  pamphlet.  If  desired  call  and  discuss  your  comroents/problems  with 
the  following  personnel: 

LTC  Brad  Walton,  Div  Chief,  AV  680-3608 

CPT  Bob  Begland,  Dep,  AV  680-3608 

SSG  Jerry  Hale,  Project  NC0,  AV  680-3608 


CHAPTER  1 


THE  TRADOC  ANALYSIS  PROCESS 


l-1.  Purpose.  This  handbook  should  be  utilized  by  the  job  and  task 
analyst  as  a  ready  reference  in  the  day-to-day  analysis  activities. 

It  provides  analysis  information  in  an  organized  way  that  was  only 
described  before  in  very  general  terms.  Each  chapter  describes  in 
detail  its  respective  theme  of  the  analysis  process,  and  has  a  foldout 
at  the  end  of  tht  chapt  r  that  outlines  the  major  points  and  delin¬ 
eates  any  sequential  activities.  Before  you  begin  to  read  each 
chapter,  turn  to  tni  foldout,  open  it  up,  and  glance  over  the  topic 
areas.  Then  as  you  read  each  paragraph,  refer  to  this  outline  and  use 
it  as  an  organizer  of  your  thoughts.  This  handbook  describes  the 
specific  details  of  job  and  task  analysis  and  the  selection  of  tasks  for 
training.  TRADOC  Reg  351-4  defines  the  management  requirements  and 
procedures.  By  providing  regulatory  guidance  with  specific  "how  to" 
support,  the  job  and  task  analysis  system  will  become  a  viable  force  in 
the  systems  approach  to  training.  Included  within  the  appendices  are 
several  subjects  that  describe  processes  that  occur  simultaneous  with  or 
imediately  after  analysis,  i.e.,  Site  Selection,  Job  Performance 
Measures,  Job  Aids,  and  Learning  Hierarchy.  These  appendices  are 
included  to  relate  them  to  the  job  and  task  analysis  effort. 

1-2.  Organization  of  handbook.  The  organization  of  this  handbook 
aids  in  understanding  the  job  and  task  analysis  process.  It  describes 
the  steps  necessary  during  the  analysis  phase.  It  will  specify  the 
job  analysis  process  to  include  the  compilation  of  the  task  inventory, 
how  it  is  developed,  and  what  sources  are  available  to  the  analyst  to 
collect  data  concerning  the  job.  The  procedure  for  selecting  tasks 
for  training  will  be  described,  to  include  the  criteria  and  the  com¬ 
position  of  the  task  selection  board.  The  task  analysis  process  is 
defined,  including  suggested  data  that  should  be  collected  and  the 
sources.  Finally,  recommendations  will  be  made  on  how  tasks  can  be 
relegated  to  different  training  sites. 

1-3.  Scope.  Job  and  task  analysis  must  always  be  perceived  in  the 
context  of  the  total  systems  approach.  The  data  collected  during 
this  front  end  analysis  (FEA  here  being  defined  as  job  and  task 
analysis)  is  valuable  in  its  application  to  the  training  development 
process.  The  integration  of  several  different  job  ana  task 
analysis  events  is  portrayed  in  figure  1-1. 
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1-4.  Glossary.  (See  TRADOC  Circular  350-3). 


1-5.  Trai ni ng. 

a.  The  Army  lacks  a  pool  of  trained  analysts  for  its  job  and  task 
analysis  efforts.  On  the  contrary,  each  service  school  must  repeatedly 
develop  its  analysis  personnel.  Recognizing  this  periodic  requirement, 
a  set  of  instructional  materials  (Job  and  Task  Analysis,  Job  Training 
Package)  have  been  developed.  These  self-paced  materials  are  for  the 
novice  analyst  as  an  on-the-job  training  system. 


b.  This  pamphlet  is  an  aid  to  the  analyst,  but  assumes  that  he  has 
completed  his  portion  of  the  job  training  package.  Even  though  job  and 
task  analysis  is  all  encompassing,  the  novice  should  not  be  expected 
to  perform,  conduct,  or  understand  the  entire  process  after  "going 
through  the  materials  and  reading  this  handbook."  Understanding  of 
the  process  and  competence  in  the  variety  of  job  and  task  analysis 
skills  will  come  with  time  and  effort.  This  handbook  aids  that  under¬ 
standing,  but  still  requires  time  and  experience  on  the  job  as  an  analyst. 
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CHAPTER  ? 


OVERVIEW  01  JOB  AND  EASE  ANALYSIS 


P-1.  Army  training  mission.  The  Army  must  be  an  effective  fighting 
force  trained  to  a  specified  level  of  readiness  and  maintain  that  level 
of  readiness.  The  strategy  of  identifying  the  different  readiness 
requirements  and  developing  training  that  will  support  them  is  called 
the  systems  approach.  By  defining  these  readiness  requi reinents  (col¬ 
lective  and  individual),  the  Army  then  trains  to  meet  these  needs. 

Job  orientation  for  individual  skills.  A  systematic  approach  to 
the  design  of  military  instruction  rests  with  a  specific  definition  of 
the  performance  requiements  of  the  job.  Instructional  Systems  Develop¬ 
ment  aids  in  training  soldiers  for  performance  in  the  real  world.  The 
.ystems  approach  to  the  design  of  instruction  includes  the  definition  of 
what  is  to  be  trained,  in  terms  of  job  requirements.  The  systems  approach 
to  the  design  of  training  is  based  on  an  evaluation  of  what  is  expected 
of  a  soldier  in  a  given  specialty  and  a  rational  analysis  as  to  what  the 
soldier  actually  does  on  the  job.  Once  job  proficiency  of  specific 
tasks  has  been  defined  then  the  training  developer  can  design  training 
that  will  support  job  proficiency  of  task  performance,  inform  the  soldier 
of  the  required  skills  and  develop  appropriate  test  mechanisms  to 
measure  job  proficiency.  This  process  of  job  identification  of  specific 
tasks  has  developed  into  the  field  of  job  and  task  analysis. 

2-3.  Analysis  base. 

a.  Job  and  task  analysis  form  the  foundation  of  the  systems  approach 
to  training  development.  The  entire  process  involves  several  activities 
each  mutually  supporting  the  other  (fig  2-1). 
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These  activities  are  portrayed  in  a  linear  (straight  line)  fashion, 
yet  each  may  well  have  several  parts  occurring  at  the  same  time  with 
other  activities.  The  existing  individual  training  system  has  several 
product  systems  that  are  designed  to  support  individual  proficiency. 
The  interrelationship  of  each  of  these  training  products  should  evolve 
naturally  from  a  common  analysis  base  (fig  2-2). 


b.  If  this  analysis  base  does  not  exist,  is  not  used,  or  is  used  irreg¬ 
ularly  then  the  integration  of  these  separate  training  products  is 
difficult.  Each  system  then  conducts  its  own  analysis  and  may  well 
come  up  with  an  entirely  different  data  base  and  conclusions.  A 
common  analysis  base  is  a  system  prerequisite.  Each  of  these  programs 
should  look  to  a  consolidated  analysis  base  which  will  facilitate  the 
accomplishment  of  their  mission.  Without  the  assurance  of  job  and 
task  analysis,  the  training  designer  can  not  be  certain  that  he  is 
training  or  testing  the  appropriate  skills.  A  training  organization 
can  develop  training  support  packages  and  products  which  are  systems 
designed,"  performance  oriented,  criterion  referenced,  self-paced, 
mastery  based  but  which  do  not  reflect  true  performance  required 
on  the  job. 

2-4.  Job  analysis  purpose.  The  purpose  of  the  job  analysis  is  to 
identify  all  tasks  which  are  now  being  performed  and/or  should  be 
performed  by  soldiers  of  each  specialty  and  skill  level  so  that  the 
training  programs  supporting  these  specialties  can  be  systematically 
designed  and  prepare  the  soldier  for  his  job.  Considering  the 
diversity  of  MOS  within  the  Army  and  the  degrees  of  complexity  of 
specialties,  there  is  no  one  process  appropriate  for  job  or  task 
analysis  for  all  of  the  TRADOC  schools.  The  complete  methodology  for 
job  and  task  analysis  may  well  be  distinctly  different  for  each 
specialty.  Yet  following  fundamental  principles  should  insure  that 
basic  criteria  are  met  and  are  available  for  the  refinement/evaluation 
of  the  analysis  effort. 
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Resources. 

a.  Job  analysis  and  task  analysis  are  a  resource  intensive 
investment  ttiat  -nould  be  undertaken  only  when  the  management  system 
makes  a  cornu i tment  to  not  only  conduct  the  analysis  but  to  subsequently 
utilise  the  data  as  part  of  the  design  or  redesign  ot  its  training 
programs,  instructional  materials,  training  products,  evaluation 
instruments  and  .upporting  products,  lor  this  reason,  data  collect, on, 
analysis,  and  documentation  can  not  be  undertaken  purely  for  the  sake 
ot  data  collection,  run  conducted  to  compile  data  for  future  design 
efforts.  The  dec  ision  as  to  which  Mt)S  are  to  have  a  job  and  task 
analysis  conducted  is  a  management  decision. 

b.  The  analysis  ot  evaluation  instruments  such  as  ARTEP  or  SQT 
could  indicate  specific  discrepancies,  in  terms  ot  skills  and  knowledges 
tnat  units  or  soldiers  are  lacking.  Surveys  administered  to  job  in¬ 
cumbents  and  supervisors  allowing  them  to  evaluate  previous  training 

m  terms  of  task  competency  and  job  performance  preparation  indicates 
areas  requiring  job  and  task  analysis.  Technical  pane  Is/ training 
coni  ittees,  etc.,  available  to  advise  commanders  can  indicate  potential 
training  performance  discrepancies.  These  training  management  indi¬ 
cators  point  to  specific  performance  discrepancies  which  may  be  resolved 
through  a  modification  to  the  training  program.  The  management  decision 
to  begin  a  job  and  fask  analysis  would  be  occasioned  by  events  similar 
to  these. 

c.  The  analysis  process  consumes  resources.  There  is  no  way  to 
accomplish  a  good  cheap  analysis  in  a  short  period  of  time.  Accordingly, 
the  training  developer  must  schedule  analysis  efforts  to  collect  the 
required  data  for  the  actual  training  products  and  training  resource 
projections,  if  a  Soldier's  Manual  is  scheduled  for  production,  then 
the  inalysis  for  that  MOS  must  be  planned  and  projected  to  provide 

data  prior  to  the  production. 

d.  The  systems  approach  to  training  is  not  an  end  in  itself.  Its 
only  purpose  is  to  improve  the  effectiveness  ot  units  by  producing,  as 
efficiently  as  possible,  men  capable  of  doing  their  jobs.  Training  is 
not  the  only  means  of  achieving  this  goal  and  the  need  for  a  critical 
approach  to  job  analysis  must  be  emphasized.  The  job  analyst  should 
not  blindly  pursue  training  as  a  cure  all  but  should  consider  if  job 
effecti vensss  could  be  improved  by  other  means,  this  decision  should  be 
made  when  one  of  the  following  events  occurs: 

(1)  EPfIS  conversions. 

(2)  RE  TO  requirements. 
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(3)  SM/CM  revisions. 


(4)  Introduction  of  new  equipment  in  a  specialty  (off-the-shelf, 
new  acquisitions ) . 

(5)  TRADOC  service  school  internal  and/or  external  evaluation 
feedback . 


(6)  Job/task  discrepency  feedback  from  the  field. 

(7)  Product  Improvement  Plan  (PIP)  implementation  altering  a 
functional  system. 

(8)  Training  Developments  Information  System  (TD1S)  requirements/ 
conversion . 


(9)  Creation  of  a  new  officer  or  enlisted  specialty. 

e.  Choosing  which  specialties  require  a  job  and  task  analysis  is  a 
management  decision.  Considering  budget  constraints,  the  Army  can  not 
conduct  a  job  analysis  for  all  specialties/grades/skill  levels.  Manage¬ 
ment  must  decide  which  specialty  will  be  analyzed.  However,  before 
deciding  to  conduct  a  job  and  task  analysis,  the  management  staff  must 
be  aware  of  the  factors  and  establish  priorities  as  to  which  jobs  will 
be  analyzed. 


f.  A  needs  assessment  conducted  before  analysis  determines  if 
training  is  required  and  assesses  skill  deficiencies,  both  individual 
and  organizational,  along  with  their  developmental  needs.  It  obtains 
information  required  for  developing  training  courses  or  programs  (fig 
2-3). 
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g.  It  is  essential  that  the  Army's  limited  training  development 
resources  be  most  effectively  utilized  in  the  resolution  of  real  per¬ 
formance  problems.  The  needs  assessment  approach  to  training  develop¬ 
ment  is  designed  to  insure  this.  The  basic  guide  in  needs  assessment  is 
to  FOCUS  ON  PERFORMANCE. 

h.  Considering  the  mission  and  nature  of  the  Army,  the  minimal 
standards  of  performance  are  defined  by  Threat,  Doctrine,  and  Collective 
Missions  and  Individual  Tasks.  Whenever  the  actual  performance  level 
does  not  meet  or  exceed  this  minimal  proficiency,  there  is  a  real 
performance  problem  (fig  2-3). 

i.  The  beginning  point  of  a  needs  assessment  is  in  the  identifi¬ 
cation  of  the  problem(s).  There  are  a  variety  of  symptoms  or  indicators 
that  the  analyst  can  use  in  this  problem  identification  process: 

-  Field  commander's  comments 

-  Unit  performance  evaluations  (ARTEP) 

-  Unit's  maintenance  readiness 
Individual  soldier's  comments 

-  Isolation  of  a  new  threat 
Introduction  of  a  new  piece  of  equipment 

-  Creation  of  a  new  specialty 

Each  of  these  elements  may  potentially  indicate  that  there  could  be  a 
performance  problem  present.  The  role  of  the  analyst  is  to  collect, 
group,  analyze  the  symptoms,  to  completely  identify  the  problem  and  to 
specify  the  actual  performance  discrepancy. 

j.  Once  this  has  been  done,  the  analyst  is  then  ready  to  address 
the  issue  of  causes  of  the  problem  and  then  isolate  potential  solutions 
for  it.  Performance  problems  oftentimes  can  be  traced  directly  to  a 
skills/knowledge  deficiency.  Yet,  many  performance  problems  are  a 
function  of  either  the  work  environment  or  the  motivation  of  the  soldier. 

k.  Training  is  an  appropriate  solution  when  the  performance  dis¬ 
crepancy  is  attributable  to  a  skills/knowledge  deficiency.  But  it  has 
no  positive  impact  if  the  problem  is  environmental  or  motivational. 
Evidence,  such  as  the  facts  described  below,  would  tend  to  suggest  a 
skills/knowledge  deficiency: 


(1)  Soldier  cannot  perforin  task  correctly  even  when  he 
knows  he  is  being  observed. 

(2)  There  is  no  opportunity  to  practice  the  task  while  in 
training  or  while  on  the  job. 

(3)  Task  requires  the  application  of  concepts,  rules, 
principles. 

(4)  The  task  is  new  to  the  target  population. 

(5)  History  of  inadequate  training  in  the  unit  or  the  school. 

If  the  problem  can  be  attributed  to  a  skills  and  knowledge  deficiency, 
then  training  is  an  acceptable  solution.  But  if  not,  then  an  al¬ 
ternative  solution  must  be  explored. 

l.  the  performance  problem  may  be  indicated  by  symptoms  that 
suggest  an  environmental  cause,  e.g.: 

(1)  Required  support  equipment  missing  from  a  maintenance 

unit. 

(2)  Grumbling  is  widespread. 

(3)  Work  facilities  inadequate. 

(4)  Barriers  to  performance  present. 

(5)  Work  flow  unclear. 

(6)  Supply  and  demand  difficulties. 

(7)  Frequent  supervisory  changes. 

These  type  of  environmental  symptoms  indicate  performance  problems 
of  a  different  nature,  requiring  a  non-training  solution. 

m.  Finally,  the  analyst  may  find  that  the  performance  problem 
is  caused  by  motivational  problems,  characterized  by: 

(1)  Soldiers  not  getting  feedback  on  their  performance. 

(2)  Punishment  employed  as  a  management  technique. 
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(3)  Soldiers  unaware  of  their  role  in  the  unit's  mission. 

(4)  Good  performance  being  punished. 

(5)  Reward  system  for  task  accomplishment  is  minimal 

(6)  Tasks  are  distasteful 

If  these  types  of  symptoms  emerge  during  the  analysis,  then  the 
traditional  training  solution  is  inappropriate. 

n.  The  benefit  of  a  needs  assessment  is  achieved  through  a 
precise  definition  of  performance  discrepancies  in  terms  of  measur¬ 
able,  observable  problem  symptoms.  Once  specified,  the  analyst  is 
able  to  focus  on  the  appropriate  solution(s)  for  the  performance 
discrepancy.  The  analyst,  using  a  systematic  problem  solving  approach, 
can  accomplish  this  needs  assessment  by  raising  questions  like: 

What  is  the  real  problem? 

How  do  we  know  that  it  is  a  problem? 

What  symptoms  are  there  that  indicate  the  extent 

of  this  problem? 

Who  is  deficient? 

When  is  the  problem  present? 

What  precisely  is  the  deficiency? 

What  impact  does  this  problem  have  on  unit 

performance? 

Is  this  problem  attributable  to  a  skills/knowledge 

deficiency? 

Is  this  an  environmental  or  motivational  problem? 

What  is  the  major  cause  of  this  problem? 

What  are  contributing  causes  to  this  problem? 

o.  The  answers  to  these  questions  can  isolate  the  essence  of  the 
performance  discrepancy  and  analysis  can  suqqest  acceptable  solutions. 
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CHAPTER  3 


JOB  AND  TASK  ANALYSIS  PLAN 


3- 1 .  Purpose  o f  plan. 

a .  The  Job  and  Task  Analysis  Plan  (J&TA  Plan)  is  a  management 
tool  which  insures  efficient  use  of  resources  when  conducting  a  job 
and  task  analysis.  This  plan  is  the  responsibility  of  the  Commandant 
of  each  school  and  should  be  approved  at  the  highest  level  possible. 
The  plan  and  its  preparation  insure  that  the  management  structure  is 
aware  of  its  goals,  its  data  requirements ,  and  the  required  resources. 
From  these  requirements,  specific  data  collection  procedures  can  be 
developed,  resource  expenditures  projected,  and  specific  product 
deliverables  identified.  During  the  analysis,  the  plan  will  be  a 
ready-reference  as  to  "where  you  are,  where  you're  going,  and  where 
you've  been." 

b.  The  Job  and  Task  Analysis  Plan  is  a  working  document  from 
the  first  day  a  specialty  is  identified  as  requiring  a  job  and  task 
analysis,  until  the  training  products  have  been  completely  revised 
or  developed.  As  a  planning  document,  it  will  provide  the  structure 
for  detailed  organization,  tasking,  and  resource  allocation,  using 
the  plans  and  forms  identified  in  the  Individual  Training  Plan  ( I  TP ) , 
TRADOC  Cir  351-3.  As  a  record  it  will  be  a  component  part  of  the 
audit  trail  depicting  the  actual  analysis  progress.  As  an  evaluation 
instrument,  it  will  be  the  key  in  evaluating  the  planning,  execution, 
and  results  of  the  analysis  efforts.  With  justifications  on  any 
deviations  from  the  original  planning  concept.  If  at  this  time  you 
have  not  opened  up  the  foldout  for  this  chapter,  please  do  so. 

c.  The  Job  and  Task  Analysis  Plan  is  an  effective  management 
tool,  capable  of  providing  direction,  insuring  sufficient  resource 
planning,  and  a  constant  feedback  mechanism  and  of  recording. 

3-2.  Scope. 

a.  The  Job  and  Task  Analysis  Plan  (J&TA  Plan)  will  be  part  of 
the  overall  management  plan  for  the  training  development  process  and 
will  integrate  all  of  the  activities  which  occur  early  on  in  the 
systematic  approach  to  the  design  and/or  revision  of  MOS  training. 
These  activities  include  the  job  analysis,  the  selection  of  tasks  for 
training,  the  task  analysis,  arid  the  initial  site-selection  recom¬ 
mendation.  Because  of  the  inter-dependence  and  independence  of  each 
of  these  activities,  the  J&TA  Plan  should  address  each  separately 
yet  integrate  all  within  the  total  plan. 
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b.  I ht*  J&TA  Plan  provides  the  base  for  the  analysis  effort  and  tor 
all  training  development  and  evaluation  products  relating  to  that 
specialty.  Thus  the  data  is  available  for  actual  developmental  efforts 
during  training,  for  the  preparation  of  Soldier's  Manuals,  for  the 
preparation  of  SQ I ,  and  interface  with  the  resource  management  process. 

The  minimum  areas  to  be  addressed  in  this  plan  are: 

(1)  Officer/enl isted  specialty. 

(2)  Job  description. 

A 

(J)  Target  population. 

(4)  Plan  rationale. 

(5)  Implication  of  the  job  and  task  analysis. 

(6)  Resource  requirements/constraints. 

(7)  Data  sources. 

(tl)  Del  i verables . 

c.  Lach  of  these  sections  provides  structure  to  the  plan  and 
insures  that  the  necessary  details  have  been  considered.  The  following 
examples  of  the  components  of  a  Job  Si  Task  Analysis  Plan  are  provided 
only  as  a  suggestion  to  indicate  the  type  of  information  that  may  be 
included  within  each  area.  For  the  purpose  of  indicating  that  type  of 
information,  officer  specialty  code  11  is  provided  as  a  notional  example 
and  not  to  be  perceived  as  all  inclusive. 

(1)  Officer/enlisted  specialty: 

Infantry  Captain 

NOTC:  In  the  Army,  when  an  analysis  is  conducted  of  a  specialty  it  is 
termed  an  occupational  analysis,  indicating  that  the  analysis  relates  to 
the  specialty,  i.e.,  infantry  and  to  a  specific  grade  or  status  level, 
i.e.,  LT,  CPI,  MAJ.  Within  this  specialty,  there  is  the  traditional 
grade  progression  of  01-02-03-04-05  and  various  duty  positions  by  grade, 
e.g.,  platoon  leader,  company  commander,  SI,  instructor,  recruiting 
officer,  etc.  The  analysis  will  isolate  and  define  the  specialty  in 
terms  of  this  grade  progression  and  duty  position  distinctions.  Though 
there  are  "jobs"  within  specialties,  the  focus  of  the  analysis  effort 
begins  with  the  specialty,  e.g.,  infantry  captain,  and  then  examines 
each  of  these  duty  positions  in  the  context  of  the  specialty. 
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(2)  Job  description. 


I 


An  infantry  lieutenant's  first  assignment  might  indicate 
the  variety  of  assignments,  ranging  from  rifle  platoon 
leader,  mortar  platoon  leader,  support  platoon  leader, 
reconnai ssance  platoon  leader,  company  executive  officer, 
assistant  staff  officer  (SI,  S2,  S3,  S4),  training 
officer  at  a  training  center,  etc.  The  initial  assign¬ 
ment  pattern  by  geographic  region  might  show  19  percent 
in  Europe,  09  percent  in  Korea,  69  percent  in  CONUS, 

02  percent  in  Alaska,  04  percent  in  Hawaii,  and  02  per¬ 
cent  in  Panama.  If  there  are  typical  career  assign¬ 
ment  patterns,  these  should  be  identified. 


Note:  The  job  description  should  define  all  relevant  job  data. 

(3)  Target  population. 

Note:  Considering  the  example  of  an  Infantry  Captain,  it  becomes 
obvious  that  the  target  population  definition  encompasses  several 
years  and  varied  degrees  of  experience  dependent  upon  whether  the 
individual  is  a  recently  promoted  captain  going  to  Germany  or  a 
captain  with  11  years  service,  two  company  commands  and  S3  experience. 
For  that  reason,  the  target  population  statement  should  be  sufficiently 
precise  to  produce  useful  data. 

Officers  attending  the  Infantry  Officers'  Advanced 
Course. 

Seventy  percent  of  the  students  entering  IOAC  are 
Infantry  Captains.  Thirty  percent  of  the  students 
are  infantry  lieutenants.  A  small  percentage  of 
the  students  will  be  representatives  of  other 
branches . 

The  students'  average  age  will  be  between  26  and 
30.  Seventy  percent  of  the  officers  are  married. 

Their  average  educational  level  is  16  years. 

Approximately  80  percent  have  a  bachelors  degree. 

The  source  of  commission  by  numbers  is  as  follows: 
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a.  ROTC 


b. 

OCS 

m 

c. 

USMA 

29% 

d. 

Other 

03% 

All  students  have  completed  IOBC  or  an  equivalent 
branch  qualifying  course.  The  students  have  at 
least  a  110  GT  score  or  equivalent.  On  the  Nelson 
Deney  Reading  Comprehension  Test,  the  following 
levels  were  determined: 

97. 8X  of  all  captains  tested  scored  above  the 
14th  grade  level,  (vocabulary) 

97. 8%  of  all  captains  tested  scored  above  the 
12th  grade  level,  (comprehension) 

93.3%  of  all  captains  tested  scored  above  the 
14th  grade  level,  (total  reading  score) 

The  lieutenants  attending  the  course  possess 
reading  abilities  comparable  to  those  of  the 
captains . 

The  majority  of  advanced  course  students  are  RA 
officers  with  just  over  4  years  time  in  service 
normally  at  platoon  level.  They  will  have  served 
in  job  assignments  such  as  rifle  platoon  leader, 
mortar  platoon  leader,  antitank  platoon  leader, 
support  platoon  leader,  reconnaissance  platoon 
leader,  company  executive  officer,  assistant 
battalion  and  assistant  brigade  staff  (SI,  S2, 

S3,  S4 ) .  About  10  percent  of  the  officers  will 
have  commanded  a  company.  Therefore,  the  students 
enter  the  course  with  vastly  different  experiences. 

Less  than  10  percent  have  combat  experience. 

80  percent  of  the  students  are  airborne  quali¬ 
fied. 

50  percent  of  the  students  are  ranger  quali¬ 
fied.. 

All  students  have  a  SECRET  security  clearance. 

All  students  have  a  one  (1)  year  obligation 
upon  course  completion. 
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The  students  know  that  the  purpose  of  the  course 
is  to  train  infantry  officers  to  serve  as  com¬ 
manders  and  battalion  and  brigade  staff  officers. 
They  expect  to  receive  instruction  which  will 
enable  them  to  develop  the  skills,  knowledges, 
and  attributes  required  to  successfully  perform 
in  these  jobs. 

The  students  will  be  very  intolerable  of  any 
instruction  which  does  not  encompass  current 
doctrine  and  technology  or  is  poorly  presented. 


(4)  Plan  rationale. 

Note:  The  plan  rationale  should  indicate  the  basic  premise  for  con¬ 
ducting  the  analysis  of  the  specialty.  The  notional  example 
provided  herewith  is  extracted  from  the  RETO  study. 

"There  is  no  established  commonality  among  the 
sources  of  commissioning  in  regard  to  the 
military  skills  and  knowledge  which  their 
graduates  should  possess. 

"The  new  lieutenant  should  leave  the  Basic 
Course  with  all  the  skills  and  knowledge  to 
perform  in  his  first  assignment;  this  does 
not  happen  today. 

"Officer  education  and  training  during  the 
period  between  the  Basic  Course  and  the 
Advanced  Course  is  haphazard  at  best." 


(5)  Implications  of  the  Job  and  Task  Analysis. 

Note:  A  comprehensive  analysis  of  a  specialty  may  affect  not  only 
the  training  in  that  specialty,  but  also  assignment  progression, 
testing  equipment  modifications,  recruitment  standards,  even  the 
structure  of  the  specialty.  For  that  reason,  it  is  important  to 
identify  potential  areas  affected  by  an  analysis. 
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An  analysis  of  the  infantry  lieutenant  position 
potentially  could  suggest  that  the  amount  of 
training  conducted  in  10BC  is  insufficient  for 
the  real  world  requirements.  One  implication 
from  this  could  be  an  expansion  of  the  10BC 
curriculum  or  perhaps  the  preparation  of  spe¬ 
cific  exportable  training  materials  for  use 
during  the  first  six  months  after  training. 


(6)  Resource  requirements/constraints. 

Note:  The  complexity  of  job  and  task  analysis  dictates  that 
adequate  resources  be  programmed  to  insure  the  availability  of 
people,  time,  facilities,  and  money.  In  terms  of  analysis  staff, 
subject  matter  experts,  job  incumbents,  equipment,  there  must  be 
detailed  planning  of  the  resources  required.  Whether  it  be  for  an  on 
site  visit,  for  a  research  effort  into  threat  documents,  for  the  task 
verification  efforts,  for  the  task  selection  board,  or  for  the  reproduction 
of  survey  questionnaires,  it  is  essential  that  every  possible  resource 
be  projected  to  include  all  staff  and  support  elements,  field  units, 
equipment,  TDY  expenditures,  and  total  mandays  of  effort.  The  resource 
section  will  describe  each  of  these  different  resource  categories  and 
account  for  their  expenditure  by  area. 


Prepare  Specialty  Task  List  for 

STAFF 

TDY 

Infantry  Captain 

(1) 

Identify  duty  positions 
to  be  analyzed 

4  staff 

60  mandays 

No 

(2) 

Collect  job  background 
data,  .. 

5  staff 

150  mandays 

15 

trips 

(3) 

Identify  duties  of  each 
duty  position 

2  staff 

40  mandays 

No 

(4) 

Identify  tasks  related 
to  each  duty 

3  staff 

45  mandays 

No 

(5) 

Interview  job  incumbents... 

5  staff 

100  mandays 

15 

trips 

(6) 

Refine  task  list 

2  staff 

20  mandays 

No 

(7) 

(8) 
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(7)  Data  sources. 

Note:  To  fdcilitate  subsequent  analysis  efforts,  to  assure  an 
institutional  document  that  lists  sources  of  data  and  most  impor¬ 
tantly  to  comprehensively  review  all  appropriate  data  sources,  each 
data  requirement  should  have  a  list  of  possible  data  sources  listed 
for  examination. 


DATA  REQUIREMENTS  SOURCES 

Job  Descriptions  Table  of  Organization  and 

(Inf  CPT)  Equipment 

Table  of  Distributions  and 
A1 lowance 

RETO  Study  Data 

Army  Regulations 

Directorate  of  Combat 
Development 

Directorate  of  Evalua¬ 
tions 

TAADS  Data 
SME 

Job  Incumbents/super¬ 
visors 


(8)  Deliverables. 

Note:  The  deliverable  products  of  the  job  and  task  analysis  must 
be  specified  in  the  management  plan  if  the  total  puzzle  is  to  fit 
together.  The  variety  of  products  is  indicative  of  the  amount  of 
work  required  during  job  and  task  analysis. 
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A  list  of  deliverables  for  the  infantry  specialty 
might  include: 

(A)  Job  background  information  for  infantry 
officers. 


(1) 

Demographic  data  including  population 
size/density. 

(2) 

Equipment  configurations. 

(3) 

Supervision  levels. 

(4) 

Job  descriptions. 

(5) 

.... 

(B) 

Target  population  data. 

(C) 

Task 

inventories. 

(1) 

Common  task  lists. 

(2) 

Shared  task  lists. 

(3) 

Task  lists  by  duty  positions. 

(4) 

Infantry  unique  task  lists. 

(5) 

Task  list  by  grade. 

(0) 

List 

of  tasks  selected  for  training. 

(1) 

Criteria . 

(2) 

SOP. 

(3) 

Board  results. 

(E) 

Task 

analysis  documentation. 

(1) 

Worksheet  prepared  on  all  critical  tasks 

(2) 

All  background  information  from  above 
for  empirical  files. 

(F) 

Lessons  learned  file. 

(G) 

Audit  trail . 
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d.  From  the  beginning,  responsible  senior  managers  define  the 
guidance  to  direct  training  development.  Specifically,  the  goals  and 
the  performance  expectations  should  be  explicitly  stated.  If  the  need 
can  be  defined  then  the  solutions  are  achievable.  Once  the  goals  and 
parameters  are  defined  then  the  resources  can  be  projected  in  terms  of 
salaries,  travel,  contracts,  equipment,  supplies,  facilities,  etc. 

e.  The  specific  components  of  job  analysis,  selection  of  tasks 
for  training  and  task  analysis  is  described  in  detail  in  their 
respective  chapters.  The  J&TA  Plan  should  contain  the  decisions  and 
guidance  on  how  each  of  these  activities  will  be  conducted.  The  role 
management  has  during  the  instructional  systems  development  process 

is  one  of  setting  goals,  setting  priorities,  approving  plans,  moni¬ 
toring  progress,  and  evaluating  the  productTs).  The  J&TA  Plan  is 
the  document  that  will  record  each  of  these  management  inputs  and 
provide  the  complete  audit  trail  for  the  analysis  effort. 

3-3.  Del ive rabies .  Specific  details  for  the  preparation  of  the 
J&TA  Plan  are  addressed  in  TRADOC  Reg  351-4,  Job  and  Task  Analysis. 
Deliverables  required  for  each  analysis  effort  (in  addition  to  the 
plan  itself)  are: 

a.  Completed  target  population  description. 

b.  Job  demographic  data. 

c.  Task  inventory  (initial). 

d.  Task  inventory  (final). 

e.  Task  selected  for  training  (critical  tasks)  to  include  criteria 
for  selection  and  rationale  for  each  task  selected. 

f.  Task  Selection  Board  SOP. 

g.  Task  analysis  worksheet  for  each  task  selected  fur  training, 
with  initial  site  selection  recommendation  (app  B). 
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TRADOC  PAM  351-4(T) 


CHAPTER  4 


JOB  ANALYSIS 


4-1.  Purpose.  The  basic  concept  of  the  systems  approach  to  instruc¬ 
tional  development  is  that  once  job  proficiency  is  defined  in  measurable 
terms,  then,  these  skills  can  be  taught  and  post-training  proficiency 
measured  in  job  specific  areas.  Job  analysis  for  training  is  the 
process  of  examining  a  job  to  identify  its  component  tasks  in  the 
circumstances  performed,  and  to  obtain  other  information  which  will 
assist  ; n  the  desigr  d  development  of  efficient  and  effective  job 
traininy.  This  data  aefines  the  soldier's  work  environment,  the  type  of 
equipment  and  soldier  required  for  the  position,  and  the  specific  tasks 
that  make  up  the  specialty. 

4-2.  Scope. 

a.  A  job  analysis  attempts  to  define  the  job  elements  and  their 
relationships  to  the  Army.  To  accomplish  this,  the  analyst  should  begin 
with  the  major  potential  threats  confronting  the  Army,  examine  the 
doctrine  and  build  down.  Within  every  service  school  and  major  command 
there  is  a  threat  manager,  who  is  responsible  for  the  overall  super¬ 
vision/coordination  of  all  threat  activities  at  that  school  or  command. 
Additionally,  the  Combined  Arms  Center,  the  Logistics  Center,  and 
Administration  Center  are  responsible  for  the  integration  of  threat  data 
into  the  respective  schools,  and  training  programs.  Through  a  single 
point  of  contact  at  each  school,  the  system  has  attempted  to  insure 
validity  in  the  threat  data  and  consistency  in  its  integration  into  the 
training  system.  The  analyst  should  rely  extensively  upon  this  Threat 
Manager  and  the  school's  threat  team.  By  integrating  the  threat  and  the 
collective  (unit)  missions,  the  analyst  is  able  to  identify  individual 
tasks  heretofore  not  isolated  or  considered  for  training.  This  strategy 
for  the  analysis  places  the  job  into  its  relative  relationship  to 
doctrine,  threat,  collective  (unit)  tasks,  individual  tasks  and  their 
interface  with  the  training  developments  process  (fig.  4-1). 


<■ 


Figure  4-1.  The  analysis/training  developments  interface 
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b.  The  analyst  examines  the  job  history,  develops  an  understanding 
of  its  past  and  investigates  its  future.  Coordination  with  Combat 
Developments  would  indicate  any  replacement  equipment/  systems  that  are 
forthcoming.  The  effect  of  these  innovations  upon  the  job  and  its 
related  systems  should  be  projected.  The  significance  of  this  expla¬ 
nation  or  orientation  to  job  analysis  is  that  the  analyst  begins  at  the 
top  and  works  down  to  the  task. 

c.  The  job  is  defined  and  examined  from  several  different  per¬ 
spectives.  The  analyst  starts  by  reviewing  threat  scenarios,  examining 
doctrine,  and  identifying  the  essence  of  the  job  as  part  of  the  col¬ 
lective  mission.  The  analyst  must  look  at  these  missions,  and  break  out 
the  role  of  the  individual  within  each  activity.  Whether  the  mission  is 
for  a  squad  to  conduct  a  night  ambush,  or  for  a  task  force  movement  to 
contact,  the  analyst  must  define  the  individual  tasks,  skills,  and 
knowledges  (for  a  detailed  discussion  of  col lecti ve/ individual  analysis 
interface  read  Chapter  10).  Once  the  "big"  picture  is  understood,  the 
analyst  orients  on  the  job,  its  major  duties  and  tasks  (for  a  graphic 
portrayal  of  this  relationship,  refer  to  figures  4-2  and  4-3,  on  the 
foldout  following  this  page). 

d.  This  approach  to  the  job  analysis  insures  the  collection  of  all 
required  data.  The  analyst  will  spend  many  days  searching,  reading, 
talking,  and  observing.  In  specific  terms,  the  analyst  examines  various 
documents  relating  to  threat,  doctrine,  missions,  etc.  Visiting  the  job 
site  in  several  different  geographic  regions  is  essential  including 
talking  with  incumbents,  supervisors,  instructors  and  commanders.  The 
analyst  should  identify  equipment  found  on  the  job.  Finally,  the 
analyst  looks  at  the  job  in  terms  of  the  personnel.  Does  the  job  have 
unique  requirements  for  the  soldiers?  Must  the  soldiers  have  unique 
qualifications  for  the  job?  The  ways  the  analyst  examines  the  job  are  a 
function  of  the  analysis  conducted  and  the  amount  of  information  col¬ 
lected. 


4-3.  New  analysis  vs  revision. 


a.  If  the  analyst  conducts  a  iob  analysis  for  a  specialty  not 
previously  analyzed,  then  the  an  st  would  take  one  approach.  If  the 
specialty  has  been  previously  analyzed  a  revision  analysis  would  then  be 
conducted  with  a  different  approach  taken. 


b.  The  analyst  should  not  assume  that  an  analysis  has  been  con¬ 
ducted,  simply  because  there  are  training  development  products  in  the 
field.  The  "proof  is  in  the  pudding,"  and  existing  analysis  data  should 
be  examined  for  authenticity  and  comprehensiveness.  This  review  of 
existing  analysis  data  is  accomplished  by  examining  what  exists  and  when 
and  how  it  was  collected.  If  the  existing  analysis  data  base  is 
acceptable,  then  the  analyst  only  collects  data  missing  and  spot- 
checks  other  data  insuring  changes  have  not  been  made. 
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c.  It  however,  the  analysis  data  is  suspect,  or  no  analysis  was 
previously  conducted,  then  the  analyst  plans  for  a  comprehensive  analysis. 
In  either  case,  the  analysis  resource  requirements  for  a  new  analysis 
are  extensive  and  more  complex  than  a  revision  analysis. 

4-4.  Analysis  for  a  new  system. 

a.  It  the  specialty  being  analyzed  is  in  existence  and  lacks  new 
equipment,  then  the  " tradi t ional "  job  and  task  analysis  procedures  are 
acceptable.  But  it  a  new  specialty  is  created,  or  a  new  piece  of  equip¬ 
ment  significantly  altered  specialty,  then  the  analyst  is  presented  with 
some  unique  data  requirements.  Task  inventory  data  tor  new  systems  is 
generally  available  for  maintenance  tasks  and  some  operator  tasks  from 
(lie  Logistics  Support  Analysis  (LSA)  performed  under  the  Integrated 
Logistic  Support  (ILS)  program.  The  data  output  forms  (described  in 
Lhapter  11)  should  be  obtained  so  that  the  tasks  can  be  compared  to  the 
existing  MOS  inventory.  The  analysis  then  can  be  confirmed  to  "new" 
tasks  that  must  be  added  to  inventory.  All  units  are  affected  by  a 
significant  number  of  new  systems.  Looking  only  at  major  weapon  systems 
available  by  1985  (tig.  4-4)  it  is  obvious  that  a  substantial  number  of 
the  specialties,  either  operating  or  maintaining  these  systems,  will  be 
a  t  f  ec ted . 


Figure  4-4.  New  systems. 


b.  It  is  important  to  determine  if  a  new  system  will  affect  a 
specialty.  In  paragraph  4-8  (target  population)  specific  requirements 
are  addressed.  An  analyst  will  be  indirectly  involved  with  analysis  for 
new  equipment  (Category  3,  para  4-8),  and  directly  involved  with  old 
specialties  (Category  1),  new  specialties  (Category  3),  and  finally 
officer  specialties  (Category  4).  1  veil  though  developmental  systems  are 

now  required  to  have  a  front  end  analysis  (meaning  equipment  analysis. 


functional  analysis,  task  analysis,  and  behavioral  task  analysis)  the 
analyst  should  closely  monitor  these  analyses,  thereby  projecting  any 
modi fications  to  the  specialty,  training  program,  or  entrance  require¬ 
ments  (for  a  detailed  discussion  of  the  analysis  activities  relating  to 
the  interface  of  new  equipment  procurement  off  the  shelf  equipment 
acquisition,  and  skill  performance  aids  (SPA)  with  the  training  develop¬ 
ment  process  see  Chapter  11).  A  procedure  that  assists  in  this  data 
analysis  is  described  in  Appendix  D.  This  methodology  insures  the 
school  analyst  comprehensively  examines  front-end  analysis  data  and 
recommends  any  potential  changes  to  the  piece  of  equipment,  to  a  pro¬ 
posed  training  program,  to  the  minimal  competency  levels,  or  to  the 
specialty  structure.  This  early  analysis  input  is  essential  if  the  Army 
is  to  optimize  developmental  systems  in  terms  of  the  soldiers,  units, 
and  future  requirements. 

4-5.  Sequence  of  operations.  Regardless  of  the  job  analysis  conducted 
(new  vs  revision!,  the  data  requirements  are  basically  the  same.  In 
terms  of  actual  analysis  activities,  job  analysis  has  three  primary 
events : 

a.  the  task  inventory  preparation  for  the  specialty. 

b.  the  collection  of  job  related  information. 

c.  the  collection  of  target  population  related  information. 

Each  of  these  distinct  events  will  be  discussed  in  subsequent  para¬ 
graphs  . 

4-6.  Task  inventory  preparation. 

a.  Purpose.  A  task  inventory  is  prepared  for  each  specialty  to 
define  the  job  in  the  specific  terms  of  its  tasks.  Once  this  is  done, 
the  training  system  has  a  basis  to  develop  training  programs  and  materials. 
Accordingly,  the  preparation  of  the  task  inventory  is  the  start  of  the 
entire  analysis  effort.  Accurate,  precise  task  statements  are  the 
foundation  of  the  Army’s  training  system.  If  the  job  analysis  reveals 
that  information  contained  in  AR  611-701  (Enlisted  Career  Management 
Fields  and  Military  Occupational  Specialties)  regarding  the  job  is 
incorrect  or  incomplete,  separate  action  must  be  taken  to  correct  that 
directive.  Changes  to  AR  611-201  are  submitted  in  accordance  with 
proposed  contained  in  AR  611-1.  Similar  action  is  required  if  the  job 
analysis  reveals  a  new  MOS  is  necessary. 
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b.  Procedure.  The  analyst  constructs  the  task  inventory  from  a 
variety  of  different  sources.  As  previously  identified  several  ap¬ 
proaches  must  be  taken.  The  units  that  contain  the  specialty  are 
studied,  their  missions  examined,  and  their  relationship  to  the  specialty 
defined  (Chapter  10).  All  of  the  equipment  found  at  the  job  site  is 
discussed  and  any  performance  requirements  defined.  The  analyst  visits 
with  the  operations  officers  within  the  G3  office  to  identify  those 
individual  tasks  isolated  as  supporting  and  integral  to  battalion  level 
unit  proficiency.  This  approach  tries  to  integrate  the  individual  tasks 
into  the  collective  task  analysis  process.  The  supporting  individual 
tasks  can  be  identified  by  exploring  collective  tasks.  Previous  CODAP 
reports  and  existing  training  programs  should  be  studied.  Tinally  the 
analyst  observes,  questions,  and  interviews  the  soldiers  and  their 
supervisors  (for  a  detailed  description  of  the  task  inventory  prepa¬ 
ration  see  chapter  5). 

c.  Task  statements  of  a  gross  nature  are  derived  from  these  various 
sources.  As  their  statements  are  refined  they  become  the  task  inventory. 
By  using  several  verification  methods  the  task  inventory  and  task 
statements  gradually  begin  to  assume  some  organization  and  meaning. 

This  process  takes  several  weeks  and  cannot  be  hurried. 

4-7.  Job  related  information.  The  second  type  of  analysis  included 
within  job  analysis  is  the  job  description.  Here  the  analyst  attempts 
to  capture  all  the  relavent  information  relating  to  the  job.  This 
analysis  would  include  information  like: 

a.  Different  duty  positions  -  Description  of  the  different  duty 
positions  within  the  specialty.  List  each  duty  position  and  provide  a 
short  narrative  stating  the  responsibilities  of  the  job  incumbent.  The 
duty  positions  and  partial  job  descriptions  may  be  found  in  AR  611-201 
for  enlisted  personnel  and  in  AR  600-101  for  commissioned  and  warrant 
officers.  Those  positions  not  described  must  be  defined  and  delineated 
to  ensure  a  follow-on  reader  the  capability  of  understanding  the  duty 
being  analyzed. 

b.  Career  progression-  Provides  a  description  of  the  soldier's 
career  and  professional  development  both  in  terms  of  assignments  and 
training.  Describe  the  points  in  the  career  development  when  additional 
specialties  might  be  awarded  or  when  additional  responsibilities  might 
be  conferred. 

c.  Present  training  system-  In  addition  to  the  career  progression 
description,  identify  the  training  system  that  supports  the  career 
progression.  Identify  the  method  of  instruction  (self  paced,  corres¬ 
pondence  course,  etc.)  course  length,  scope,  location,  and  prerequi¬ 
sites.  It  is  also  important  to  identify  which  P0I  correctly  supports 
the  present  training,  its  performance  objectives,  and  the  included 
skills  and  knowledges. 


d.  Demographic  profiles  Personnel  and  equipment. 
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(1)  Personnel  profiles.  MILPERCEN  produces  a  monthly  report  called 
COPO  45  that  identifies  personnel  by  pay  grade,  skill  level,  and  MOS, 

The  report  is  classified  CONFIDENTIAL  and  must  be  requested  through  your 
local  Adjutant  General  Office.  The  report  is  extremely  large  and  only 
certain  portions  will  apply  to  the  job  analyst.  When  you  request  the 
report  you  require  only: 

Part  1  (Identification  by  Command) 

Part  2  (Summary) 

Part  5  (CONUS  vs  overseas  by  PMOS) 

Part  6  (Operating  vs  authorized  by  PMOS,  pay  grade) 

Part  6,  Section  4  (same  as  Part  6  above,  however,  it  identifies 
female  soldiers  only). 

Part  10  (Armywide  projected  strengths) 

(2)  Equipment  profiles.  DARCOM  produces  a  quarterly  report  called 
Continuing  Balance  System  Summary  Report  (Worldwide  Asset  Position 
Report).  The  report  number  is  K600BBY1 234Q.  It  contains  approximately 
9,000  items  by  Federal  Stock  Number  and  is  classified  CONFIDENTIAL.  The 
standard  distribution  is  to  selected  MACOM  and  all  Material  Readiness 
Commands  (Commodity  Commands).  The  report  identifies  the  equipment  by 
type  and  volume  by  MACOM,  and  identifies  equipment  down  to  unit  level  by 
unit  identification  code  (UIC)  on  a  selected  basis.  Due  to  the  volume 
of  the  report  and  the  potential  number  of  users  in  TRADOC  service 
schools,  you  must  contact  the  commodity  command  which  has  proponency  for 
the  equipment  and  request  data  for  specific  FSN  only.  Do  not  ask  for 
the  entire  report. 

(3)  Miscellaneous  data.  Varied  information  pertaining  to  human 
factors  data,  components  or  system  safety  problems,  etc.,  can  be  ac¬ 
quired  through  the  Government  Industry  Data  Exchange  Program  (GIDEP). 

To  acquire  access  to  this  program,  installations  should  contact  the 
Director,  GIDEP  Operations  Center,  Corona,  CA  91720  (AV  933-4672). 

e.  Job  environment. 

(1)  Physical  conditions:  Noise  level,  stress,  crowding,  travel 
requirements,  physical  location  of  duty  performance. 

(2)  Behavioral  factors:  threats,  incentives,  rewards,  times, 
pressures,  and  deadlines. 

(3)  Availability  of  help  on  the  job  -  assistance  in  doing  the  job. 

(4)  Supervision  conditions  -  how  available  or  accessible  is  the 
first  line  supervisor,  how  closely  is  performance  monitored? 


(5)  What  are  the  likely  physical  settings,  equipment,  and  materials 
that  will  be  required  in  training? 

(6)  What  variables  are  there  that  affect  performance:  local  policies, 
training,  etc. 

(7)  Equipment:  What  equipment  is  found  on  the  job? 

(8)  Identify  appropriate  persons  for  information  regarding  func¬ 
tional  differences  between  peacetime  and  wartime.  If  applicable,  study 
possible  differences  between  combat  and  noncombat  conditions  for  the  job 
being  analyzed. 

(9)  One  important  category  of  related  information  that  job  analysis 
must  always  contain  is  the  significance  of  the  equipment  and  the  impact 
of  malfunctions.  Backup  measures  in  case  of  malfunction  should  be 
ascertained. 

(10)  Aspects  of  the  job  -  Most  difficult;  critical;  priority. 

What  is  the  most  difficult  part  of  the  job? 

What  is  the  most  trying  part  of  the  job? 

What  aspect  of  job  performance  can  make  the  difference  between 

success  and  failure? 

What  mistake  do  the  soldiers  most  frequently  make? 

What  aspect  of  the  job  is  the  hardest  one  to  learn? 

How  important  is  it  for  the  soldier  to  know  how  to  operate  the 

equipment  he  maintains? 

In  what  aspect  of  performance  is  there  the  greatest  need  for  training? 

(11)  Heeds  for  simulation  -  List  some  of  the  job  aspects  or  equip¬ 
ment  that  require  simulation  for  training  purposes. 

(12)  Is  there  any  time  limit  on  training  relating  to  conditions? 
Identify  any  constraints  of  the  training  conditions,  such  as  time  con¬ 
straints  (e.g.,  training  must  be  completed  in  x  weeks)  or  logistical 
constraints  (e.g.,  training  must  be  carried  out  in  the  field). 

4 -8 .  Target  population  information . 

a.  The  third  area  analysis  included  within  job  analysis  is  the 
target  population  description  for  the  job.  There  are  two  major  groups 
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of  personnel  with  which  the  analyst  works  (i.e.,  the  initial  entry 
soldier,  and  the  experienced  soldier  who  has  been  in  the  Army  some 
time).  The  Army's  major  training  role  concerns  the  development  of 
civilians  into  soldiers  while  teaching  them  a  job.  The  field  soldiers 
have  progressed  beyond  the  stage  of  the  initial  entry  soldier,  their 
education  and  interest  are  considerably  different  and  must  be  identified 
also.  These  two  categories  of  personnel  are  the  targets  for  the  training 
development  products  and  the  end  product  of  the  TD  system.  They  must  be 
adequately  identified  to  insure  the  training  products  produced  are 
compatible  with  the  personnel  in  the  field  or  to  establish  the  parameters 
for  the  baseline  (skills  and  knowledges)  entry  point  for  any  officer  or 
enlisted  specialty  training  requirement.  To  meet  this  requirement  four 
categories  have  been  identified  and  must  be  addressed  at  the  beginning 
of  each  analysis: 

(1)  Category  1.  Target  population  (TP)  in  the  field;  no  anticipated 
changes  in  the  specialty;  required  data  items  insure  existing  training 
products  are  compatible  with  existing  TP. 

(2)  Category  2.  New  specialty  being  created,  built  upon  an  ex¬ 
isting  specialty;  required  data  items  insure  training  products  currently 
provide  the  prerequisite  skills  and  knowledges  for  newly  created  tasks 
or  create  a  training  package  to  provide  this  building  block  principle. 
Requirements  for  newly  created  job/task(s)  must  not  exceed  existing  TP 
capabilities  on  which  new  specialty  is  built. 

(3)  Category  3.  New  system(s )/equi pment  being  acquired  through  the 
acquisition  process;  identify  base-line  entry  level  to  create  new 
araining  package.  If  entry  level  established  by  producer  exceeds  cap- 
ebilities  of  available  personnel  for  assignment  to  a  new  system/MOS, 

Htc.,  a  requirement  may  be  generated  to  alert  the  TRADOC  systems  manager. 
Human  Factors  personnel,  etc.,  to  this  problem,  which  may  require  de¬ 
veloper/user  interface. 

(4)  Category  4.  New  analysis  effort  ascertains  a  detailed  description 
of  requirements  included  in  an  education/training  system  (e.g.,  officer 
job  and  task  analysis). 

b.  Each  category  requires  different  data  depending  on  the  specific 
nature  of  the  job  and  the  required  target  population.  An  example  is 
provided  herewith  (fig  4-5)  to  indicate  this  variance  in  data  col¬ 
lection  requirements. 
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(1)  Which  category  does  the 
analysis  effort  involve? 


New  Specialty  New 
Field  From  Existing  System 
Cat#  1  Cat  #2  Cat  #  3 


XXX 


(2) 

Grade  or  skill  level  of 

TP 

• 

o  Existing 

X 

X 

o  Proposed 

X 

(3) 

Special ty  of  TP 

*• 

o  Existing 
o  Proposed 

X 

X 

(4) 

Education  Level 
o  Existing 
o  Proposed 
o  Required 

X 

X 

(5) 

Prerequisite  Training 
o  Exi sting 

X 

X 

o  Proposed 
o  Required 

X 

X 

(6) 

Prerequisite  Education 
o  RGL  Level 

X 

X 

Specialty)o  Analytical  Abilities 

X 

X 

dependent)o  Math  Level 

X 

X 

(7) 

English  as  second 

1 anguage 

X 

X 

(8) 

Performance  Data 
o  Physiological  limitation 

X 

X 

o  J/T  done  in  isolation 

X 

X 

o  J/T  part  of  collective 

X 

X 

task 

o  Supervisor  available 

X 

X 

o  Supervisor  accessible 

X 

X 

o  Performance  monitored 

X 

X 

(9) 

Current  enlisted  reenlist¬ 
ment  rate 

X 

(10) 

Current  officer  extension 
rate 

(11) 

Average  turnaround  time 
for  overseas  tours 

X 

X 


X 


X 


X 

X 


X 

X 

X 


X 

X 

X 

X 

X 

X 


Figure  4-5.  Target  population  data  item  checklist 
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New 

Analysis 
Cat  #  4 


X 


X 


X 


X 


X 

X 


X 

X 

X 


X 


X 

X 

X 

X 

X 

X 


X 


X 


4 - 9 .  Job  analysis  process . 


a.  Purpose.  The  purpose  of  job  a 
subject  matter  content  of  the  analysis 
initially  use  the  term  "gross  tasks"  i 
"knowledge,  skills,  job  functions,  and 
identify  at  the  on-set  of  any  analysis 
various  forms  of  behavior  and  have  tha 
they  have  somewhat  different  connotati 
the  discussion  that  follows  call  them 
data  will  be  identified  later  as  the  a 


nalysis  is  to  define  the  scope  and 
effort.  For  ease  of  reference, 
nstead  of  the  more  cumbersome 
tasks"  which  are  difficult  to 
.  All  these  terms  refer  to 
t  common  denominator,  even  though 
ons/meanings .  For  the  purpose  of 
"gross  tasks."  Skills  and  knowledges 
nalysis  process  progresses. 


b.  The  relationship  between  jobs  and  gross  tasks.  Jobs  or  duties 
consist  of  groups  of  gross  tasks  which  are  derived  from  functions,  and 
include  knowledges,  skills,  and  tasks.  Simple  jobs  may  include  no  more 
than  four  or  five  gross  tasks,  while  complex  jobs  may  include  many  more 
identifiable  gross  tasks.  For  the  purpose  of  developing  a  training 
system,  it  is  not  essential  to  define  which  jobs  in  an  organization 
include  which  gross  tasks.  Job  definitions  are  not  as  stable  as  task 
definitions.  In  other  words,  the  definition  of  the  gross  tasks  does  not 
change  as  rapidly  as  the  definition  of  the  jobs  they  comprise.  Or¬ 
ganizations  frequently  redefine  jobs  by  regrouping  the  functions  that 
are  included  in  the  job  and  that  define  the  job.  But  the  gross  tasks  do 
not  change  nearly  as  frequently.  Therefore,  even  when  a  given  gross 
task  is  shifted  to  a  different  job,  the  behavioral  analysis  of  the  gross 
task  and  the  training  materials  and  techniques  that  are  developed  to 
teach  it,  remain  useful  and  valid. 


c.  How  job  analysis  is  done. 

(1)  Identification  of  the  gross  tasks  that  mi ght  be  included,  parts 
and  components  of  the  job. 

(a)  Collect  existing  materials.  Collect  all  available  written 
matter  regarding  the  job,  such  as  job  descriptions,  specifications  of 
duties,  manuals,  surveys,  or  other  studies.  Obtain  similar  information 
that  may  be  available  concerning  the  jobs  of  the  supervisor’s  immediate 
subordinates.  Obtain  task  inventories  from  Logistic  Support  Analysis 
output  records  for  all  systems  not  previously  considered  in  surveys. 

(b)  Conduct  interviews.  Next  interview  several  members  of  the  TP 
and  their  supervisors  for  the  purpose  of  arriving  at  a  listing  of  the 
gross  tasks.  In  the  interviews  use  the  job  descriptions  as  a  guide  if 
they  are  available. 

(c)  Format  of  job  description.  Each  of  the  gross  tasks  should  be 
stated  or  described  in  approximately  two  lines.  The  important  thing  is 
to  make  it  inclusive,  not  detailed.  The  detail  will  be  supplied  in  the 
next  step.  This  step  insures  that  no  important  major  function  is  left 
out . 


(2)  Future  of  the  job.  Determine  who  would  be  the  best  informant 
regarding  the  job's  rate  of  obsolescence  and  future.  In  these  inter¬ 
views,  ask  whether  any  major  gross  tasks  or  functions  previously  listed 
may  soon  be  eliminated  or  changed,  and  whether  any  gross  tasks  may  be 
added  in  the  near  future.  If  such  changes  are  forecast,  always  ask  what 
implications  these  changes  might  have. 

(3)  Examine  other  related  information. 

(a)  Identify  information  regarding  differences  in  the  specialties' 
functions  between  peacetime  and  wartime.  If  applicable,  study  possible 
differences  between  combat  and  noncombat  conditions  for  the  job  being 
analyzed. 

(b)  One  of  the  important  categories  of  related  information  that 
must  always  be  included  in  a  job  analysis  is  the  plans  and  objectives  of 
the  organization--the  larger  organizational  unit  of  which  the  subject 
unit  is  a  part. 

(c)  Another  category  of  related  information  is  data  about  related 
jobs  within  the  same  organization.  That  means  determining  which  jobs 
are  most  closely  related,  and  then  obtaining  some  information  about  such 
jobs.  Related  jobs  could  be  supervisors  of  departments  of  groups  that 
interact  with  the  individual's  supervisor  on  some  regular  basis.  Related 
jobs  can  also  be  supervisors  of  groups  the  TPM  supervisor's  group 
overlaps  in  its  functions,  or  whose  work  the  TPM  supervisor  affects  or 
depends  upon. 

(4)  Selecting  the  most  appropriate  level  of  detail. 

(a)  In  making  this  type  of  judgment,  the  analyst  must  look  ahead  to 
the  subsequent  steps  of  the  job  and  task  analysis  process.  Analyze  in 
more  detail  the  gross  tasks  identified  in  this  step.  Avoid  using  gross 
task  statements  that  are  too  broad  for  accurate  interpretation. 

(b)  Rationale  for  analysis.  To  understand  what  specificity  level 
is  most  appropriate  for  specifying  functions  in  this  step,  consider  the 
purpose  of  dividing  the  process  of  job  and  task  analysis.  In  principle, 
it  would  be  quite  feasible  to  combine  these.  Given  only  a  statement  of 
a  task,  no  one  can  say  whether  it  is  a  task  or  an  element.  They  are 
relative  terms  like  high  and  low,  warm  and  cold,  near  and  far.  Such 
pairs  of  terms  have  meaning  only  in  relation  to  each  other.  So,  any 
task  can  be  broken  down  into  elements,  and  any  elements  can  be  broken 
down  further  into  sub-elements.  The  decision  regarding  at  what  level  of 
generality  to  begin  in  defining  tasks,  at  what  level  of  generality 


to  draw  the  line  between  tasks  and  elements,  and  up  to  what  level  of 
detail  to  analyze  the  elements  into  their  sub-elements,  requires  the 
application  of  criteria  and  considera tions  external  to  the  tasks  them¬ 
selves.  Dividing  the  specification  of  tasks  into  two  steps  avoids 
expending  unnecessary  time  and  effort  on  skills  not  important  or  necessary 
or  the  training  system.  Writing  down  a  task  may  take  minutes,  but 
analyzing  it  into  elements  may  take  hours  (or  days).  Therefore  write 
down  possible  lists  of  tasks  at  a  fairly  gross  level  of  detail,  and  then 
ask  the  subject-matter  experts,  and  other  consultants  to  review  that 
Mst.  They  may  suggest  eliminating  a  number  of  items  and  adding  others 
in  tact,  deciding  which  tasks  are  included  in  the  list  usually  involves 
many  meetings,  much  discussion,  and  many  cycles  of  listmaking  and  list- 
revision.  In  job  analysis  the  time-consuming  and  difficult  process 
should  be  not  the  writing  of  the  tasks,  but  deciding  which  tasks  are 
included. 


(c)  Allowing  the  job  incumbent  to  evaluate  the  intended  content  In 
judging  whether  a  given  task  statement  is  sufficiently  specific  the 
individual  must,  by  reading  the  statement,  obtain  a  clear  understanding 
o  what  the  analysis  had  in  mind.  For  example,  "monitoring  performance" 
s  too  vague.  On  the  other  hand,  "reviewing  maintenance  loqs"  or  "observ¬ 
ing  work  crews  is  adequate  for  the  purpose  of  gross  task  statements. 


(d)  Enabling  SME  to  evaluate  the  correctness  of  the  gross  tasks.  The 
problem  is  communicating  the  intended  meaning  to  the  SME.  Different  SME 
will  sometimes  interpret  the  same  gross  task  statement  in  different 
ways.  For  example,  a  supervisory  gross  task  statement  such  as  "use  a 
simulated  case  to  teach  job  performance  evaluation  and  review  techniaues" 
could  mean  either  of  two  things: 


J.  That  the  trainee  must  learn  to  create  simulated  case  material 
tor  this  purpose,  or 


2.  That  he'she  must  learn  to  use  simulated  case  material  already 
developed  by  others  and  provided  to  him.  The  analyst  must  always  review 
each  gross  task  statement  thoughtfully  to  find  such  hidden  ambiguities. 

(e)  Communicating  the  intended  content  for  task  analysis.  Gross 
task  statements  must  be  adequate  from  the  standpoint  of  providing  a  good 
basis  for  the  task  analysis.  At  that  time  the  analyst  takes  each 
statement  and  sub-divides  it  into  component  tasks  and  elements.  Without 
having  to  resolve  doubts  or  ambiguities  as  its  contents.  For  example, 
maintain  good  relations  with  others"  could  mean  different  things  to 
different  analysts,  and  any  one  else  working  with  it  would  come  up  with 
different  lists  of  tasks  and  elements. 
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(f)  Avoiding  expenditure  of  unnecessary  effort.  The  overall 
purpose  of  job  analysis  permits  making  judgments  and  decisions  regarding 
the  inclusion  or  exclusion  of  gross  tasks  before  investing  more  substantial 
effort  of  a  task  analysis.  The  level  of  detail  should  be  the  minimum 
that  is  consistent  with  the  considerations  discussed  above.  The  idea  is 
not  to  invest  time  and  effort  in  performing  detailed  analyses  of  functions 
that  might  be  eliminated  or  changed  after  review  by  the  supervisor  or 
the  SME. 

(5)  Implications. 

(a)  The  definition  of  the  gross  tasks  comprising  the  job  is  very 
important  for  the  training  systems  development  effort.  If  an  important 
gross  task  is  overlooked  and  omitted,  the  final  training  system  will  not 
teach  that  component  of  the  job.  If  that  component  is  important,  the 
trainees  trained  by  that  system  will  not  perform  to  the  full  competence. 

If  the  omission  is  caught  later  during  a  subseguent  development  step  of 
the  process,  inclusion  of  the  task  at  that  point  may  involve  much  back¬ 
tracking,  patching,  reorganizing,  and  inefficiency. 

(b)  Incorrect  task  identification.  If  gross  tasks  that  are  not 

real  or  important  parts  of  the  job  are  included,  the  loss  incurred  is 
twofold:  First,  the  cost  of  developing  the  training  system  is  correspondingly 
greater  and  the  time  required  to  complete  it  longer.  Secondly,  the 
trainees  eventually  trained  with  the  system  will  waste  time  learning  , 

non-essential  material.  If  perceived  they  are  learning  unimportant 
material,  morale  and  respect  for  the  training  as  a  whole  may  suffer. 

(c)  For  all  these  reasons,  precise  identification  of  the  gross 
tasks  required  for  effective  job  performance  is  important.  The  re¬ 
sponsibility  for  precise  and  adequate  gross  tasks  lists  rests  with  the 
analyst,  with  the  supervisor  and  with  the  incumbent(s ) . 

4-10.  Conclusion.  The  job  analyst  constructs  an  inventory  of  all 
tasks  within  the  specialty,  and  develops  an  understanding  of  the  scope 
and  details  of  the  job,  including  the  target  population.  Each  of  these 
mutually  supporting  activities  will  both  result  in  a  given  set  of  data, 
i.e.,  task  inventory,  job  data,  target  population  data  and  a  greater 
understanding  of  the  entire  specialty.  Building  upon  this  knowledge 
base,  the  analyst  is  then  ready  to  assist  in  an  advisory  role  in  the 
task  selection  process,  and  to  subsequently  conduct  a  task  analysis  of 
the  tasks  selected  for  training. 
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CHAPTER  5 

TASK  INVENTORY  DEVELOPMENT 


5-1.  General .  The  job  and  task  analysis  process  rests  squarely  on  the 
development  of  the  task  inventory.  This  phase  of  the  job  and  task 
analysis  can  make  or  break  the  training  developments  process.  Failure 
to  produce  this  accurate  task  inventory  can  result  in  voids  in  training 
or  training  the  wrong  tasks  and  affect  the  job/mission  accomplishment. 

5-2.  Inventory  development.  In  developing  a  preliminary  inventory  of 
tasks,  the  analyst  draws  tasks  from  several  data  sources  for  a  specialty 
(e.g..  Army  Regulations,  CODAP,  Previous  and  Related  Task  Lists,  TOE,  MTOE, 
LSA).  As  the  analyst  accumulates  tasks,  more  tasks  may  be  generated. 

The  goal  is  a  comprehensive  task  list. 

5-3.  Length  of  inventory.  The  length  of  an  inventory  depends  upon  the 
officer/enlisted  specialty  being  analyzed.  As  the  list  progresses, 
reduction  of  the  task  list  is  accomplished  through  refinement,  combining 
statements,  distinguishing  elements  from  tasks,  etc.  The  level  of 
specificity  for  each  task  statement  is  determined  by  good  judgment,  and 
understanding  their  interrelationship  and  experience  on  the  job. 

5-4.  Inventory  preparation.  When  the  analyst  completes  his  list  based 
upon  research  efforts/interviews,  it  is  refined  to  insure  completeness 
and  accuracy.  This  is  accomplished  by  subject  experts  presently  assigned 
to  the  analyzed  jobs  and  by  their  superiors  to  insure  all  required  tasks 
are  identified.  To  facilitate  this  process,  the  following  guidelines 
are  provided  to  prepare  the  preliminary  inventory  for  review. 

a.  Duty  statements.  Before  assembling  task  statements  into  the 
preliminary  inventory,  select  tentative  duty  categories  to  group  task 
statement.  Action  words  ending  in  "ing"  (gerunds)  designate  duties. 
Supervisory  duties  are  placed  first  in  the  inventory  and  include  such 
activities  as  supervising,  organizing,  planning,  directing,  implementing, 
training,  inspecting,  and  evaluating.  Monitoring,  controlling,  coordin¬ 
ating,  and  communicating  duties  are  sometimes  used  in  officer  job  in¬ 
ventories  . 

Work  performance  duties  follow  the  supervisory  duties  and  include  such 
activities  as  performing,  maintaining,  troubleshooting,  repairing, 
removing  and  replacing,  adjusting,  and  installing.  An  object  is  frequently 
used  with  these  action  words,  e.g.,  maintaining  forms.  Functional  or 
organizational  charts  suggest  other  duty  headings  in  the  source  documents. 
An  incumbent  in  a  particular  work  area  performs  related  tasks  grouped 
together  in  the  job  inventory.  For  example,  maintenance  jobs  are 
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sometimes  divided  into:  quality  control,  maintenance  analysis,  repair 
shops,  and  other  work  sections.  Duty  statements  describe  known  or 
hypothesized  job  types  within  a  work  section  or  which  cut  across  several 
work  areas.  If  6  or  less  task  statements  are  found  for  a  particular 
duty  category,  tasks  under  related  duties  may  be  combined.  Examples  of 
such  duty  combinations  are  organizing  and  planning,  directing  and  implementing, 
inspecting  and  evaluating.  Thus,  two  or  more  action  words  designate  a 
single  duty  category. 

b.  Task  statements.  In  constructing,  reviewing,  and  editing  the 
task  statements  consider  the  purposes  served  by  obtaining  the  information 
and  the  individual  whose  job  is  being  surveyed. 

(1)  Purposes  served  by  task  information.  Write  each  task  statement 
consisting  of  the  derived  information.  In  general  the  statement  should 
serve  one  or  more  of  the  following  purposes: 

(a)  The  task  statement  differentiates  between  officer  groups  such 
as  staff  and  nonstaff  officers  or  qualified  and  entry  level  officers, 
and  between  skill-level  groups  such  as  directors  and  supervisors,  super¬ 
visors  and  journeymen,  and  journeymen  and  apprentices. 

(b)  The  task  statement  differentiates  among  different  job  types. 

For  example,  the  items  "Interpret  visual  photographs"  and  "Interpret 
radarscope  photos"  would  differentiate  between  the  visual  and  radar  job 
types  in  CMF  96.  "Interpret  photographs,"  however,  would  not  differentiate, 
since  members  of  both  job  types  could  say  they  perform  the  task. 

(c)  If  the  task  statement  elicits  the  proper  responses,  it  could  be 
used  as  a  guide  in  SQT  construction. 

(2)  The  individual  responding  to  the  task  statements.  In  con¬ 
sidering  the  individual  who  responds  to  the  job  inventory,  each  task 
statement  should  conform  with  the  following  ground  rules: 

(a)  Clear  task  statements  are  easily  understood  by  the  incumbent. 

(b)  Use  terminology  consistent  with  current  usage  in  the  career 
field. 

(c)  Brief  task  statements  save  reading  time  of  the  incumbent. 

(d)  The  task  statement  avoids  ambiguty  so  that  it  means  the  same 
for  all  incumbents  in  the  career  field. 


(e)  Use  abbreviations  cautiously  since  they  may  not  be  understood 
throughout  the  Army.  It  is  good  practice  to  spell  out  the  term  and 
follow  it  by  the  abbreviation  in  parentheses  where  it  first  appears  in 
the  inventory.  In  later  tasks  the  abbreviation  may  stand  alone.  For 
example.  Skill  Performance  Aids  (SPA). 

(f)  Avoid  vague  or  ambiguous  words,  such  as  "check,"  "assist," 

"coord inate ,"  "recommend,"  "determine,"  "assure." 

(g)  Short  words  are  prefered  to  long  words  or  expressions,  e.g., 
"Write  production  and  control  reports"  NOT  "Accomplish  necessary  reports 
involved  in  the  process  of  maintaining  production  and  control  procedures." 

(h)  The  worker's  qualifications,  such  as  intelligence,  aptitude, 
knowledge,  education,  skill,  training  and  experience  are  not  tasks  and 
are  not  included  in  the  duty-task  section  of  the  inventory.  Information 
regarding  certain  qualifications,  such  as  training,  education,  and  work 
experience,  however,  may  be  obtained  by  including  appropriate  items  in 
the  background  information  section  of  the  inventory. 

(i)  Receiving  instruction  is  not  a  duty  or  task  unless  actual 
useful  work  is  performed  during  the  training.  Thus,  classroom  instruc¬ 
tion,  laboratory  or  shop  instruction,  and  the  coaching  a  person  receives 
are  not  tasks.  On-the-job  training,  however,  may  include  the  performance 
of  tasks  under  a  supervisor.  These  tasks  are  listed  in  the  inventory 

the  same  as  any  other  tasks.  Giving  instruction,  which  is  a  supervisory 
duty,  is  included  under  "Training." 

(j)  The  task  statement  should  begin  with  a  present  tense  action 
word  with  the  subject  "I"  understood,  e.g.,  "Operate,"  "Write,"  "Clean," 
NOT  "Operates,"  "Writes,"  "Cleans." 

(k)  Ideally  task  statements  are  arranged  al phabetical ly  under  each 
duty.  This  order  shortens  the  incumbent's  reading  time  and  assists  him 
in  recalling  unlisted  tasks.  For  example,  the  incumbent  easily  scans 
through  tasks  beginning  with  the  word  "Inspect"  insuring  that  all  the 
inspections  are  in  the  inventory.  The  alphabetical  arrangement  also 
helps  the  inventory  constructor  eliminate  duplicate  tasks. 

5-5.  Review  of  preliminary  inventory. 

a.  Scheduling  of  interviews. 

(l)  After  constructing  the  preliminary  inventory  interviews  are 
conducted  with  experts  in  the  career  area  to  refine  the  inventory  prior 
to  field  review.  Interviews  are  held  at  various  stages  due  to  the  com¬ 
plexity  of  the  career  area  and  the  convenience  with  which  interviews  can 
be  arranged. 


(2)  For  simple  and  stable  career  ladders  such  as  Cook,  Carpenter, 
and  Electrician,  there  is  usually  an  abundance  of  published  sources 
consistent  in  their  descriptions  of  the  job.  For  such  career  ladders, 
an  essentially  complete  inventory  can  be  made  from  the  publications 
alone;  and  interviews  are  held  when  the  preliminary  form  is  completed. 

(3)  For  newly  established  specialties,  or  for  those  with  new  types 
of  equipment  or  procedures,  few  detailed  publications  may  be  available. 

In  these  cases  schedule  interviews  at  a  very  early  stage  in  preliminary 
form  construction.  If  a  representative  installation  is  close  at  hand, 
the  job  analyst  arranges  a  visit  for  observation  or  interviews  at  the 
site.  If  all  using  posts  are  distant,  gather  initial  information  by 
telephone,  letters,  or  special  questionnaire  forms.  Each  case  may 
present  unique  problems.  In  all  such  early  interviews  and  contacts, 
however,  the  job  analyst  establish  a  basic  duty  outline  for  the  inventory 
learns  about  or  obtains  other  published  sources;  and  gains  a  preliminary 
knowledge  of  problem  areas  to  investigate  in  the  job  survey.  Hold 
further  interviews  after  the  preliminary  form  has  been  developed. 

b.  Selection  of  technical  advi sers/SME.  Although  individuals  vary, 
skill  level  4  personnel  and  03/04  officers  are  usually  the  best  technical 
advisers.  They  typically  have  about  12  years'  experience  in  the  field, 
have  been  assigned  to  a  number  of  posts,  and  perform  both  supervisory 
and  worker  tasks. 

(1)  Personnel  at  skill  level  5  and  fieldgrade  officers  may  be  able 
to  provide  more  information  by  virtue  of  their  longer  experience. 

However,  since  these  men  fill  relatively  high-level  management  positions, 
some  of  the  lower-level  tasks  and  procedures  may  have  changed  since  they 
were  directly  involved  with  them.  In  addition,  in  some  fields,  the 
skill  level  5  personnel  supervise  MOS  specialties,  in  which  they  have 
had  no  lower-level  work  experience. 

(2)  Personnel  at  the  skill  level  2  may  provide  the  best  information 
about  tasks  within  their  particular  shop  or  office,  especially  if  their 
skill  level  4  supervisor  supervises  a  number  of  shops  or  offices.  Their 
knowledge  of  the  entire  career  ladder  and  of  supervisory  tasks  in  par¬ 
ticular,  is  usually  more  limited. 

(3)  Personnel  at  the  skill  level  1  are  familiar  with  only  a  very 
limited  number  of  tasks.  The  lowest-level  soldier  will  provide  the  most 
complete  information  about  extra  work  details  such  as  window  washing  and 
lawn  mowing,  and  about  tasks  officially  assigned  to  other  career  areas. 
Higher-level  personnel  sometimes  omit  these  tasks  thinking  the  "extra" 
tasks  may  enter  the  official  specialty  descriptions.  As  stated  before, 
inventory  coverage  is  usually  limited  to  central  activifies  in  the 
career  area,  unless  a  significant  amount  of  work  time  is  spent  on  other 
tasks . 


(4)  Whenever  possible,  interview  representatives  of  different 
major  commands.  Within  a  command  interview  personnel  working  with  dif¬ 
ferent  types  of  equipment  or  procedures,  or  assigned  to  different  duty 
sections,  depending  upon  the  complexity  of  the  field.  Initial  interviews 
are  usually  conducted  with  three  to  six  senior  NCO,  each  from  a  different 
command.  These  men  should  be  selected  as  subject-matter  experts  by 
their  command  headquarters.  Additional  interviews  are  often  conducted 
with  personnel  assigned  to  local  posts.  Depending  upon  the  organization 
of  the  unit  and  the  completeness  of  the  preliminary  inventory,  several 
types  of  interviews  may  be  arranged.  (The  interviews  are  scheduled  to 
interfere  as  little  as  possible  with  the  regular  duties  of  the  unit).  If 
the  unit  consists  of  distinct  work  sections,  hold  an  initial  interview  with 
the  overall  supervisor  to  validate  the  basic  duty  outline  of  the  inventory. 
Following  this  review,  either  a  group  interview  or  a  series  of  individual 
interviews  are  scheduled  with  supervisors  of  specialties  in  the  separate 
work  sections  to  review  specific  tasks. 

(5)  The  analyst  must  be  flexible  in  selecting  SME.  It  is  not 
possible  to  know  at  the  onset  which  men  will  give  the  best  and  most 
complete  information,  nor  precisely  how  many  interviews  will  be  required. 
The  number  needed  is  determined  as  the  interviews  progress.  The  analyst 
stops  interviewing  when  he  and  authoritative  advisers  believe  that  the 
preliminary  form  is  well  structured  and  essentially  complete.  From 
three  to  seven  interviews  are  adequate  for  most  preliminary  inventories. 

As  a  general  rule,  the  more  interviews,  the  better. 

c.  Individual  versus  group  interviews.  Satisfactory  information  is 
obtained  from  both  individual  and  group  interviews,  but  each  method  has 
some  advantages  and  disadvantages.  The  following  general  observations 
have  been  independently  reported  by  a  number  of  interviewers. 

(1)  Individual  interviews.  A  series  of  individual  interviews  takes 
more  time  but  yields  more  new  task  statements  than  would  a  group  inter¬ 
view  with  the  same  men.  The  interviewer  is  free  to  ask  a  large  number  of 
specific  questions  relating  to  each  individual's  area  of  special  knowledge 
or  experience,  without  requiring  other  group  members  to  wait.  Further¬ 
more,  no  individual  is  overshadowed  by  other  members  of  the  group.  One 
disadvantage  is  that  the  individuals  occasionally  give  conflicting  infor¬ 
mation  which  must  somehow  be  reconciled.  For  example,  they  may  use 
different  terminology  to  describe  the  same  tasks. 

(2)  Group  interviews.  Group  interviews  are  clearly  preferable  when 
limited  time  is  available.  Another  advantage  is  that  consensus  can  be 
reached  on  conflicting  terminology  or  other  points  of  disagreement  among 
group  members.  Also,  information  provided  by  one  member  often  serves 

as  a  stimulus  to  the  other  members  for  recalling  additional  tasks.  When 
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the  interviewed  personnel  represent  different  commands,  posts,  or  job 
types,  the  interviewer  can  insure  that  task  statements  are  worded  to 
discriminate  effectively  among  their  different  jobs.  Usually,  little  is 
gained  by  interviewing  a  supervisor  and  his  subordinates  in  a  group;  the 
lower-level  personnel  add  little  information  to  that  provided  by  their 
supervisor  when  he  is  present. 

(3)  Combination  of  individual  and  group  interviews.  When  prac¬ 
ticable,  the  best  reviews  are  obtained  by  conducting  a  series  of  in¬ 
dividual  interviews  followed  by  a  group  interview  with  either  the  same 
men  or  equally  qualified  men.  The  largest  amount  of  information  (new 
tasks  and  task  statement  revisions)  is  obtained  from  the  individual 
interviews.  In  the  group  interview  some  new  tasks  are  obtained  and 
the  information  provided  by  individuals  may  be  reviewed,  reconciled, 
and  corrected. 

d.  Instructions  to  interview  reviewers.  At  the  beginning  of  each 
interview  the  analyst  introduces  himself,  identifies  his  organization, 
and  explains  the  purpose  of  the  review.  The  instructions  are  given 
informally,  as  in  the  following  example. 

"We  have  a  preliminary  form  of  an  inventory  for  19D  which  we  would  like 
you  to  review.  It  is  basically  a  duty  and  task  list,  covering  all  skill 
levels,  commands,  and  job  types,  and  we  want  to  make  sure  it  is  complete. 
The  object  is  to  collect  up-to-date  information  about  the  kinds  of  work 
performed  in  the  field." 

"Here  is  the  preliminary  form.  As  you  can  see,  we  have  a  list  of  tasks 
broken  out  under  major  duty  headings,  for  example,  (interviewer  shows 
examples  briefly).  This  draft  was  made  strictly  from  published  source 
materials.  It  may  be  incomplete,  and  some  items  may  need  rewording. 

We  would  like  you  to  review  this  inventory  to  make  sure  it  is  as  complete 
and  accurate  as  possible.  Do  you  have  any  questions  before  we  start?" 

At  this  point  the  SME  often  ask  for  more  details  about  how  the  infor¬ 
mation  will  be  used,  and  some  may  ask  about  the  validity  of  the  survey 
method.  All  questions  are  answered  freely. 

e.  Conducting  the  interview  reviews.  Before  reviewing  tasks  begin 
with  the  duty  outline.  The  SME  are  shown  a  list  of  the  duty  headings. 
Review  them  one  by  one  for  clarity  and  accuracy,  and  ask  if  any  duties 
performed  in  the  field  are  omitted  from  the  list.  If  so,  add  the  missing 
duties. 

(1)  Give  each  individual  a  copy  of  the  inventory,  and  review  indi¬ 
vidual  tasks.  The  supervisory  duties,  such  as  Organizing  and  Planning, 
Inspecting,  Evaluating,  and  Training,  are  postponed  until  last.  Beginning 
with  the  first  nonsupervisory  duty  in  the  inventory,  the  interviewer 
reads  each  task  statement  aloud  and  asks  leading  questions  about  particu¬ 
lar  items,  as  in  the  following  examples: 
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(a)  Will  everyone  know  what  this  means,  or  is  it  a  local  term? 

(b)  Is  this  task  covered  by  number  56  above? 

(c)  This  one  sounds  pretty  vague  to  me.  Could  we  make  it  more 
speci  fic? 

(d)  Would  this  fit  better  under  Duty  E? 

(e)  This  task  says  "Maintain  logs."  What  kinds  of  logs  does  it 
cover?  Maybe  we  should  list  them  separately. 

(f)  Are  there  any  other  tasks  which  should  be  under  this  duty  but 
which  are  not  listed? 

(2)  These  questions  produce  task  statements  which  eventually 
satisfy  the  rules  discussed  above.  The  interviewer  does  not  seek 
perfectly  polished  task  statement,  but  accurately  records  the  main 
substance  of  the  new  statements  and  revisions  in  a  form  later  edited. 

(3)  The  SME  are  reminded  periodically  that  a  prime  objective  of  the 
inventory  is  to  discriminate  among  job  types,  skill  levels,  and  other 
categories  of  workers.  Stress  that  the  inventory  is  not  a  test  and  that 
knowledge  items  should  be  omitted. 

(4)  Cover  all  the  tasks  in  a  duty  section  before  going  on  to  the 
next  duty.  When  the  nonsupervi sory  duties  are  completed,  review  the 
supervisory  tasks.  These  are  postponed  until  last  for  two  reasons:  (a) 

The  ongoing  nature  of  many  supervisory  activities  makes  it  difficult  to 
write  specific,  time-ratable  supervisory  items.  The  review  becomes 
bogged  down  in  these  problems  if  supervisory  duties  are  taken  first.  By 
taking  them  last,  the  men  have  some  practice  with  easier  items,  (b)  The 
nonsupervi sory  tasks  are  the  central  tasks  of  the  career  area  and 
therefore  comprise  the  main  body  of  the  inventory.  If  the  nonsuper- 
visory  duties  or  tasks  are  changed  in  any  important  way  during  the 
review,  it  may  be  necessary  to  revise  the  supervisory  sections  accordingly. 
For  example,  if  new  non-supervisory  duties  are  added,  then  parallel 

tasks  should  be  added  to  cover  the  supervision  of  those  duties. 

(5)  Background  information  may  also  be  added  during  the  reviews. 

Many  of  these  items,  such  as  name,  grade,  MOS,  SSN,  post,  and  months  in 
career  field,  are  standard  for  all  inventories.  Items  specific  to  the 
career  area  which  may  require  review  or  which  may  be  added  include  the 
following: 

(a)  Types  of  equipment. 

(b)  Tools  and  test  equipment. 
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(c)  Assigned  level  of  maintenance. 

(d)  Present  major  work  area. 

(e)  Work  areas  in  which  you  have  had  at  least  six  months'  experience. 

(f)  Training  courses  attended. 

(g)  Type  of  facility  to  which  assigned. 

(h)  Bed  capacity  of  hospital. 

(i)  Number  of  personnel  in  your  career  ladder  assigned  to  your 
unit. 

(j)  Does  your  unit  use  a  manual  or  mechanized  system. 

(k)  Average  typing  speed. 

(l)  The  major  job  types  in  your  career  ladder. 

5-6.  Revision  of  preliminary  inventory. 

a.  Evaluation  and  classification  of  interview  information. 

(1)  Interview  summary.  When  the  interviews  are  completed,  all 
preliminary  inventory  instructions  used  in  the  reviews  are  assembled. 

The  proposed  new  statements,  revisions,  and  comments  of  the  SME  are 
copied  from  these  sources  into  a  single  booklet  called  the  Interview 
Summary.  In  this  booklet,  original  task  statements  from  the  preliminary 
form  are  typed  on  the  right-hand  side  of  each  double-page  spread.  The 
SME  revisions  and  the  interviewer's  notes  are  written  on  the  facing 
left-hand  page.  Information  obtained  in  the  interviews  is  coded  to 
indicate  the  original  task  statement,  and  the  SEM  providing  the  item. 

All  items  referring  to  a  particular  task  are  grouped  together.  SME 
identification  and  background  data  are  included  in  the  first  few  pages 
of  the  booklet,  together  with  a  general  description  of  the  interview 
reviews. 

(2)  Initial  classification  of  interview  information.  Interview 
information  is  initially  classified  using  code  designations.  The 
initial  classification  organizes  the  SME  suggestions  but  does  not  in¬ 
dicate  the  final  disposition  of  the  items.  It  aids  in  comparing  the 
information  yield  of  different  interviews  and  in  reporting  the  types  of 
information  obtained.  The  interview  information  helps  in  collating 

large  amounts  of  interview  information.  This  step  is  sometimes  accomplished 
by  clerical  personnel.  The  codes,  shown  below,  are  entered  in  the  left 
margin  of  the  Interview  Summary. 
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N  -  New  task  statement 

R  -  Revision  of  rewording  of  an  original  task  statement 

D  -  Deletion  of  an  original  statement 

F  -  Format  revision,  e.g.,  "This  task  should  be  listed  under  Duty  B. 

E  -  Explanation  given  by  the  technical  adviser  for  one  of  the  above 
items.  For  example,  a  code  of  ER  means  "Explanation  for  a  revision." 

C  -  All  other  comments 

(3)  Integration  of  interview  information.  Final  decision  to  accept 
or  reject  the  proposed  changes  are  made  by  someone  highly  familiar  with 
the  preliminary  inventory,  since  many  of  the  task  statements  interrelate 
Ideally,  the  same  analyst  makes  the  decisions  that  constructed  the  pre¬ 
liminary  form  and  conducted  the  interviews.  Some  items  may  require 
consultation  with  SME.  Most  problems  are  resolved  by  referencing  pub¬ 
lished  sources  or  by  a  telephone  call  to  the  field.  Some  remaining 
questions  can  be  asked  in  the  field  review.  The  job  analyst  codes  his 
decision  ( </)  for  accept  or  (  — )  for  reject  beside  each  item  in  the 
Interview  Summary.  Re  edits  the  approved  revisions  and  adds  any  special 
typing  instructions.  Working  from  the  Interview  Summary,  the  typist 
then  integrates  every  item  marked  [\/)  into  the  preliminary  inventory. 

(4)  Format  of  revised  job  inventory.  The  revised  job  inventory 
is  typed  in  the  same  general  format  as  the  preliminary  form,  with  task 
statements  alphabetized  under  appropriate  duty  headings.  Background 
and  questionnaire  items  are  arranged  in  any  format  convenient  for  the 
field  reviewers. 


Source  document  used  in  the  development  of  this  chapter 
included  USAFHRL,  PRL-TR-67 - 1 1 ,  "Procedural  Guide  for 
Conducting  Occupational  Surveys  in  the  USAF," 
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CHAPTER  5 

TASK  INVENTORY  DEVELOPMENT 


Paragraph 
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General.  Inventory  development  very  crucial  to  the 
J&TA  process.  Incomplete  inventories  can  equal 
inadequate  training. 

5-2 

Inventory  Development.  Development  addresses  the 
entire  officer/enlisted  specialty. 

5-3 

Lenqth  of  Inventory.  Depends  on  officer  or  enlisted 
speci al  ty. 

5-4 

Inventory  Preparation.  Refinements  necessary. 

Personnel  currently  assigned  to  subject  position 
best  source  of  feedback. 

a.  Duty  statements. 

o  Designated  in  "ing"  words 

o  Supervisory  duties  placed  first  on  inventory 
o  Work  performance  duties  follow 
o  Other  duty  heading,  suggested  by  functional  or 
organizational  duties 

b.  Task  statements  -  Two  major  considerations  to  keep 
in  mind: 

o  The  purposes  to  be  served  by  the  information 
obtained 

o  The  individual  whose  job  is  being  surveyed 

5-5 

Review  of  Preliminary  Inventory 

a.  Scheduling  of  interviews  -  Before  field  review  inventory 
interviews  with  experts  in  the  career  field  should  be 
held  to  refine  the  list.  Stable  career  fields  (e.g., 
cook,  carpenter)  could  possibly  be  finalized  without 
interviews,  new  specialties,  or  those  associated  with 
equipment  or  procedures,  should  involve  interviews 
at  a  very  early  stage  in  development. 
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b.  Selection  of  technical  advi sors/SMEs  -  Skill  level  4 
personnel  and  03/04  advi sors/SMEs .  SL5  and  most 
fieldgrade  officers  are  usually  too  far  removed  from 
the  worker  to  provide  task  data  on  technical  fields. 
SL2  personnel  may  provide  the  best  information  about 
tasks  within  their  shop/office.  SL1  personnel  are 
familiar  only  with  a  very  limited  number  of  tasks  and 
have  a  tendency  to  provide  more  information  desirable 
to  obtain  feedback  from  personnel  from  all  commands 
using  the  subject  specialty. 

c.  Individual  vs.  group  interviews  - 

o  Individual  interviews  take  more  time  but  yield 
more  task  statements. 

o  Group  interviews  are  preferred  if  there  is  limited 
time  available. 

o  Group  interviews  should  never  include  supervisors 
and  workers 

o  Best  approach  is  to  conduct  individual  interviews 
followed  by  group  interviews  with  same  personnel 
from  individual  interviews 

d.  Instructions  to  interview  reviewer  -  Individual 
conducting  interview  must  set  the  stage  for  the 
review  and  "walk1  the  SMEs  through  the  process. 

e.  Conducting  the  interview  reviews  - 

o  Sequence  the  review  by  reviewing  the  duty  outline 
then  the  tasks. 

o  Provide  copy  of  inventory  to  the  individual  and 
solicit  (draw)  statements  from  the  SME  to  insure 
the  list  is  complete  (or)  to  obtain  details  to 
create  any  (needed)  additional  tasks  (or)  equip¬ 
ment  used,  etc. 

Revision  of  Preliminary  Inventory 

o  Proposed  new  statements,  revisions,  and  comments 
of  SMEs  are  assembled  in  a  single  booklet, 
o  Audit  trail  will  reflect  old  data  and  updated 
version  with  SME  identification/background 
information 

o  Final  decisions  made  to  alter  inventory  listing 
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CHAPTER  6 


SURVEYS 


6-1.  General . 

a.  Surveys  can  be  cost  effective  means  of  collecting  data  for  the 
analysis  effort  when  properly  designed,  administered  and  analyzed.  Those 
presently  available  to  the  TRADOC  system  are: 

(1)  Army  Occupational  Survey  Program  (AOSP)  (AR  611-3  and  Cl). 

( ')  Field  Sponsored  Surveys  (AR  6113  Cl,  and  AR  600-46). 

b.  This  chapter  will  acquaint  you  with  survey  procedures  and  varied 
data  that  can  assist  in  the  job  and  task  analysis  process.  The  specific 
procedures  and  TRADOC  policy  are  discussed  in  TRADOC  supplement  1  to  AR 
611-3  (to  be  published). 

c.  A  survey  can  be  the  follow-on  phase  of  final  inventory  develop¬ 
ment  in  either  of  the  forms  mentioned  at  la,  above.  Depending  on  the 
lead  time  available  for  surveys,  a  "hand-carried"  version  using  re- 
spondants  who  possess  the  proper  officer  or  enlisted  specialty,  may  be 
substituted  for  a  mailed  version.  In  any  case  the  inventory  requirement 
as  addressed  in  the  previous  chapter,  is  essential  to  collect  valid 
information. 

a.  Data  obtained  from  surveys  provide  information  needed  to  de¬ 
termine: 

(1)  Critical  task  input  (for  any/all  models). 

(2)  Task  analysis  (specific)  data. 

(3)  Usage  data  (equipment,  etc.). 

(4)  Training  utilization/effectiveness. 

(5)  Additional  occupational  data. 

(6)  Miscellaneous  data. 

6-2.  AOSP.*  The  AOSP  enlisted  questionnaires  are  directed  to  the  duty 
MOS  (DMOST  incumbent.  This  program  is  conducted  by  MILPERCEN 


♦Discussion  of  AOSP  and  CODAP  has  been  extracted  from  "The  CODAP 
Information  Guide,"  DA,  MILPERCEN,  July  1977. 
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and  collects  varied  personnel  data  determining  qualitative  personnel 
requi rements ,  force  structure  requirements,  doctrine,  materiel,  and 
effective  assignment  and  use  of  personnel.  The  AOSP  provides  findings 
and  conclusions  to  support  MOS  development,  job  evaluation  and  deter¬ 
mination  of  *-.raining  requirements.  However,  AOSP  is  limited  at  the 
present  time  to  providing  primarily  percent  performing  data  (as  de¬ 
scribed  later).  A  TRAINING  EMPHASIS  scale  will  assist  the  analysis 
effort  in  collecting  data  from  supervisors  for  training  development 
evaluation.  It  will  collect  data  from  supervisors  about  tasks  required 
of  personnel  whom  they  supervise  (i.e.,  which  tasks  require  training 
and  how  much  emphasis  should  be  given).  This  helps  the  training  devel¬ 
oper  to  design  training  to  overcome  performance  deficiencies.  More 
information  on  this  process  is  in  Chapter  7,  Selecting  Task  for  Training. 

a.  AOSP  surveys  are  conducted  on  a  scheduled  basis  with  MOS  se¬ 
lected  on  a  priority  basis.  The  priority  of  the  year's  surveys  are 
determined  by  need  submissions  for  all  TRADOC  service  schools  and  pre¬ 
scribed  by  TRADOC  (TDI)  in  coordination  with  MILPERCEN.  Questions 
pertaining  to  either  should  be  directed  to  the  Training  Developments 
Institute  (AV  680-3608)  and/or  MILPERCEN  (AV  221-9560).  Upon  completion 
of  a  survey  the  proponent  school  will  receive  the  AOSP  Standard  Package 
(i.e.,  3  character  MOS  and  EPMS  skill  level  report,  CODAP  reports  by 
group  difference,  group  summary  and  variable  summary).  (Note:  These 
are  discussed  in  follow-on  paragraphs).  These  reports  are  in  no  way 
exhaustive  of  the  CODAP  system's  capability.  They  represent  a  starting 
point  for  analytical  efforts.  In  addition  "cluster"  analysis,  data  can 
help  divide  an  MOS.  If  two  or  more  MOS  are  surveyed  using  the  same 
inventory,  this  same  procedure  can  apply  to  possible  consolidations. 

b.  AOSP  questionnaire  design. 

(1)  The  AOSP  enlisted  questionnaire  is  separated  into  six  areas, 
which  allows  respondents  to  address  all  aspects  of  their  MOS  and  job 
assignment  on  both  a  long-term  and  day-to-day  basis.  Respondents  highlight 
or  elaborate  upon  work  and  training  areas  requiring  special  attention  or 
emphasis . 

(2)  The  questionnaire  format  is: 

(a)  BACKGROUND  INFORMATION  SECTION. 

(b)  TASK  SECTION. 

(c)  EQUIPMENT  SECTION. 

(d)  SPECIAL  REQUIREMENTS  SECTION. 
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(e)  JOB  SATISFACTION  SLCTION. 

(f)  PERSONAL  COMMENT  PAGES. 

c.  AOSP  questionnaire  development  (tig  6-1). 


(1)  Ihe  TRADOC  service  school  with  training  proponency  for  selected 
MOS  survey  provides  M1LPERCEN  with  initial  input  to  the  questionnaire. 
This  input  should  cover  all  skill  levels,  paygrades,  duty  positions  and 
Additional  Skill  Identifiers  (AS1)  in  the  MOS,  including  duty  and  task 
statements,  a  list  of  MOS  equipment  and  special  MOS  job  requirements. 

The  service  school  must  include  all  "critical  tasks"  in  the  initial  task 
submission. 

(2)  Step  two  in  the  questionnaire  cycle  is  the  action  taken  by 
M1LPERCEN  survey  questionnaire  developers.  Each  service  school  ques¬ 
tionnaire  item  is  reviewed  by  the  questionnaire  developer  until  they  are 
modified  and  finalized  into  a  complete  survey  questionnaire.  Assurance 
is  made  that  each  questionnaire  includes  duties  and  tasks  performed  by 
enlisted  personnel  in  each  skill  level,  paygrade,  and  duty  position 
shown  in  AR  611-201.  Additional  duty  and  task  items  not  covered  by 
doctrine  or  training  may  be  added  to  the  questionnaire.  At  the  same 
tine,  special  job  requirements,  job  and  worker  satisfaction  indicators 
and  individual  and  job  background  information  items  are  placed  in  the 
questionnaire,  thus  assisting  in  preparing  job  and  task  analysis  final 
recommendations  and  conclusions  about  the  collected  occupational  data. 

(.1)  The  third  step  in  the  development  cycle  is  the  review  and 
coordination  effort.  Draft  copies  of  each  questionnaire  circulate 
within  MILPERCIN,  TRADOC  (to  include  the  proponent  service  school), 
USAHSC  and  other  DA  or  DDL)  staff  agencies  or  activities  interested  in 
the  particular  surveyed  MOS.  Staffing  of  the  draft  questionnaire 
provides  MILPERCIN  with  a  professional  review  and  critique  service  to 
ensure  the  questionnaire's  content  and  language  are  accurate  and  ade¬ 
quate.  Draft  copies  of  the  questionnaire  are  sent  to  senior  NCO  in  the 
particular  MOS  or  its  CM!  for  their  technical  review  and  personal 
comments.  Whenever  significant  changes  are  made  in  the  questionnaire 
during  the  review  and  coordination  cycle,  the  proponent  service  school 
action  officer  is  contacted  by  the  MILPERCEN  questionnaire  developer  to 
review  the  modification. 

(2)  After  completion  of  the  review  and  coordination  cycle  the 
questionnaire  is  given  a  final  edit  for  format  and  clarity  of  items 
before  being  printed  and  distributed  to  Army  commands  and  activities  for 
field  administration. 


d.  Questionnaire  administration  and  data  reduction? 

(1)  Occupational  survey  questionnaires  are  printed  and  distributed 
by  MILPERCEN.  For  MOS  with  populations  of  1000  or  less,  a  questionnaire 
is  printed  for  each  incumbent.  This  accounts  for  approximately  75 
percent  of  the  enlisted  MOS  in  the  structure.  The  distribution  size  for 
MOS  with  populations  greater  than  1000  depends  on  the  range  of  pay 
grades,  number  of  duty  positions,  number  of  Additional  Skill  Identi¬ 
fiers,  male  versus  female  mix,  overseas  versus  CONUS  requirements,  and 
the  expected  return  rate. 

(2)  Questionnaires  and  answer  booklets  are  distributed  worldwide 
and  completed  by  qualified  DM0S  incumbents  under  the  supervision  of 
questionnaire  administrators  as  prescribed  in  DA  Pamphlet  611-3.  All 
A0SP  surveys  are  conducted  by  Duty  rather  than  Primary  MOS.  Completed 
answer  booklets  are  returned  to  MILPERCEN  and  screened  for  completeness 
and  validity.  The  overall  return  rate,  based  on  the  number  of  question¬ 
naires  accepted  into  the  data  bank  (as  opposed  to  those  distributed),  is 
approximately  70  percent.  Acceptable  answer  booklets  are  scanned  by  an 
optical  character  reader  and  the  data  are  transferred  to  magnetic 
tapes.  These  tapes  are  processed  by  the  Personnel  Information  Systems 
Directorate  of  MILPERCEN  and  the  data  are  merged  into  the  occupational 
data  base. 

(3)  Figure  6-2  depicts  the  flow  of  job  data  from  completed  ques¬ 
tionnaire  through  report  production. 

e.  Army  Occupational  Survey  Program  (A0SP)  Reports. 

(1)  The  A0SP  is  a  computerized  respository  of  job  related  questions 
(the  occupational  survey  questionnaire  items),  and  answers  (the  re¬ 
sponses  from  each  incumbent  completing  a  questionnaire),  by  3-character 
MOS.  Collected  data  is  merged  into  the  data  bank  from  some  350,000  en¬ 
listed  personnel  representing  approximately  450  MOS.  Occupational 
survey  questionnaires  are  under  development  at  MILPERCEN,  or  in  the 
field  being  administered. 

(2)  Information  about  duties  and  tasks  is  provided  in  CODAP  format. 
Detailed  descriptions  and  explanations  of  A0SP  reports  and  their  format 
are  available  upon  request.  Information  about  background,  equipment, 
special  requirements  and  job  satisfaction  is  also  produced.  Reports  are 
automatically  provided  to  service  school  Training  Development  and 
Training  Evaluation  elements. 

f.  CODAP  analysis  system. 

(1)  Background. 
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(a)  Conceptually  CODAP  provides  occupational  data  essential  to 
the  analysis  of  innumerable  job  related  management  problems.  The 
system  provides  managers  at  all  levels  with  an  organized  method  of 
processing,  presenting,  and  analyzing  large  quantities  of  job  data. 

(b)  A  basic  understanding  of  the  computations  and  methodology 
employed  by  CODAP  is  essential  to  interpreting  and  analyzing  output 
reports.  To  facilitate  this  understanding  the  following  example  has 
been  prepared.  This  example  will  cover  a  "questionnaire"  of  20  tasks 
divided  into  three  duty  areas,  for  the  hypothetical  MOS  99X,  "Widget 
Repairer."  Assume  that  these  20  tasks  cover  everything  a  Widget  Re¬ 
pairer  does  on  the  job  and  cover  100  percent  of  the  repairer's  time. 

The  responses  to  these  20  tasks  from  a  sample  of  10  MOS  incumbents  or 
cases  will  be  used.  Keep  in  mind  that  this  is  a  hypothetical  situation 
and  that  at  no  time  would  a  questionnaire  or  CODAP  output  report  be 
this  simple.  Normally  an  occupational  survey  questionnaire  will  contain 
between  300  and  800  tasks  with  the  number  of  duties  determined  by  the 
method  used  to  categorize  these  tasks  (CODAP  permits  a  maximum  of  26 
duties) . 

(2)  Example  duty/task  list.  The  20  task  statements  or  task  de¬ 
scriptions  are  grouped  under  duty  headings  of  "Perform  Supervisory 
Duties,"  "Perform  Widget  Maintenance  Duties,"  and  "Perform  Mainte¬ 
nance  Administrative  Duties"  are  listed  below. 


DUTY 

Task 

A 

PERFORM  SUPERVISORY  DUTIES 

A1 

EVALUATE  SUBORDINATES  WORK  PERFORMANCE 

A2 

INSTRUCT  PERSONNEL  IN  WIDGET  MAINTENANCE 

A3 

PLAN  WORK  SCHEDULES 

A4 

COORDINATE  MAINTENANCE  SCHEDULE  WITH  SUPPORTED  UNIT 

A5 

DIRECT  PERSONNEL  PERFORMING  WIDGET  MAINTENANCE 

DUTY 

Task 

B 

PERFORM  WIDGET  MAINTENANCE  DUTIES 

B1 

TEST  WIDGETS 

B2 

TROUBLESHOOT  WIDGETS 

B3 

REPAIR  WIDGETS 

B4 

INSPECT  REPAIRED  WIDGETS 

B5 

OVERHAUL  WIDGETS 

B6 

TEST  OPERATE  WIDGETS 

B7 

REVIEW/INTERPRET  TM 

B8 

CLEAN  TOOLS 

B9 

CALIBRATE  TEST  EQUIPMENT 

B10 

CLEAN  WORK  AREA 
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DUTY  C  PERFORM  MAINTENANCE  ADMINISTRATIVE  DUTIES 
Task 

CT  REQUISITION  REPAIR  PARTS 

C2  PREPARE  MAINTENANCE  REQUESTS 

C3  MAINTAIN  TECHNICAL  PUBLICATIONS 

C4  REQUISITION  MAINTENANCE  PUBLICATIONS 

C5  PREPARE  EXCHANGE  TAGS 

(3)  Description  of  sample  incumbents.  Consider  the  following  group 


of  10  job 

i ncumbents 

(cases)  for  M0S  99X 

working  in  the  indicated 

authorized 

paygrades  and  duty  positions. 

DUTY 

AUTHORIZED 

DUTY 

CASE 

MOSC 

PAYGRADE 

POSITION 

1 

99X30 

6 

Widget  Repair  Supervisor 

2 

99X10 

4 

Widget  Repairer 

3 

99X20 

5 

Senior  Widget  Repairer 

4 

99X10 

3 

Widget  Repairer 

5 

99X20 

5 

Senior  Widget  Repairer 

6 

99X10 

4 

Widget  Repairer 

7 

99X10 

3 

Widget  Repairer 

8 

99X1 P 

4 

Widget  Repairer 

9 

99X3P 

6 

Widget  Repair  Supervisor 

10 

99X10 

3 

Widget  Repairer 

(4)  Relative  time  spent  scale  and  estimated  percent  time  spent. 
Research  indicates  that  most  workers  cannot  provide  reliable  infor¬ 
mation  on  the  exact  percentage  of  time  they  spend  on  any  given  task. 
However,  they  can  state  with  some  confidence  the  most  time  consuming 
tasks.  This  resulted  in  a  "relative  time  spent"  scale  which  allows  a 
job  incumbent  to  rate  each  task  performed  in  terms  of  time  spent  on 
that  task,  regardless  of  other  soldiers'  tasks  or  the  incumbent’s  expec¬ 
tations.  Each  incumbent  rates  only  the  tasks  performed,  operationally 
or  in  training  or  exercise  for  operational  employment,  using  the  fol¬ 
lowing  scale: 

1  =  very  much  below  average  time  spent 

2  =  below  average  time  spent 

3  =  slightly  below  average  time  spent 

4  =  average  time  spent 

5  =  slightly  above  average  time  spent 

6  =  above  average  time  spent 

7  =  very  much  above  average  time  spent 
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Table  6-1  displays  the  relative  time  spent  ratings  given  by  the  10  MOS 
99X  incumbents  for  the  20  task  inventory. 

(5)  Special  job  descriptions. 

(a)  CODAP  can  produce  consolidated  descriptions  of  the  work  per¬ 
formed  by  any  specific  group  of  individuals  in  terms  of  background 
information,  equipment,  or  special  requirements  of  the  occupational 
survey  questionnaire.  The  CODAP  program,  which  produces  these  job 
descriptions,  is  Job  Special  (J0BSPF.C).  Job  descriptions  are  produced 
for  authorized  grades  corresponding  to  PPM  skill  levels,  duty  positions 
in  a  particular  skill  level,  command,  or  location,  male  and  female  in¬ 
cumbents,  individuals  maintaining  a  particular  piece  of  equipment, 
individuals  going  to  reenlist  or  individuals  with  or  without  school 
training. 

(b)  Producing  JOBSPC  reports  is  the  first  step  in  evaluating  the 
work  performed  by  various  groups.  The  Group  Summary  (GRPSUM),  Group 
Difference  (GRPDir),  and  Variable  Summary  (VARSUM)  reports  which  assist 
in  the  evaluation,  are  dependent  upon  the  output  of  the  JOBSPC  program. 

(c)  Table  6-4  provides  the  individual  and  composite  task  level 
job  description  for  authorized  grades  E3  through  E4  corresponding 

to  EPMS  skill  level  1  for  MOS  99X  (Reference  paragraph  C,  Section  IV). 

Table  5  displays  the  duty  level  job  description  for  this  same  group. 

g.  Selected  CODAP  program  description,  explanations  and  examples. 

(1)  Job  Special  (JOBSPC). 

(a)  Description.  This  program  calculates  and  prints  composite  job 
descriptions  for  "special"  groups  according  to  background  or  computed 
variables.  Both  duty  and  task  job  descriptions  are  reported  in  high  to 
low  sequen( e  of  either  "percent  of  members  performing"  or  "average 
percent  time  spent  by  all  members."  (A  duty  is  a  major  subdivision  of 
a  job  comprising  a  number  of  tasks  and,  hence,  is  a  summary  report.) 

A  job  description  provides  duty/task  number  (and  title;  percent  of  mem¬ 
bers  performing;  average  percent  time  spent  by  all  members;  cumulative 
average  percent  time  spent  by  all  members;  and,  for  the  task  level  reports, 
the  task  sequence  number. 

(b)  Explanation.  The  JOBSPC  program  computations,  with  the  exception 
of  the  cumulative  average  percent  time  spent  by  all  members  and  the 

task  sequence  number,  are  covered  in  Section  V  of  this  guide.  These 
two  items  are  self-explanatory. 

i.  Cumulative  average  percent  time  spent  by  all  members.  The 
cumulative  average  percent  time  spent  by  all  members  is  computed 
beginning  with  the  first  duty/task  in  the  job  description  report  and 
simply  adding  the  value  for  average  percent  time  spent  by  all  members 
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lar  items. 


as  in  the  following 


examples: 
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on  the  given  duty/task  to  that  of  the  previous  duty/task.  The  sum  of 
the  average  percent  time  spent  by  all  members  will  be  approximately 
100.00,  the  difference  being  due  to  rounding  and  truncation. 

2.  Task  sequence  number.  The  task  sequence  number  is  merely  a 
count  of  the  number  of  tasks  included  in  the  JOBSPC  report  at  a  given 
point  in  time.  If  a  duty/task  is  not  performed  by  at  least  one  member 
of  the  group,  it  will  not  appear  in  the  JOBSPC  report.  To  ascertain 
whether  all  duties/tasks  were  performed  by  at  least  one  member,  compare 
the  number  of  duties/tasks  in  a  given  report  to  the  summary  line  of  the 
JOBSPC  report  which  provides  information  on  the  number  of  cases  (the 
total  sample  for  the  M0S0,  duties  and  tasks  in  the  questionnaire)  and 
member  incumbents  in  the  sample  meeting  the  selective  criteria).  NOTE: 
JOBSPC  information  forms  the  basis  for  the  Group  Summary,  Group  Dif¬ 
ference,  and  Variable  Summary  Reports,  and  therefore  must  be  generated 
before  these  reports. 

(c)  Examples.  JOBSPC  reports  sorted  from  high  to  low  on  percent 
members  performing  for  the  MOS  99X  sample  are  provided  for  the  3-character 
MOS  (fig  6-3  and  6-4)  and  authorized  grades  3-4  which  equate  to  EPMS 
skill  level  1  (fig  6-5  and  6-6).  For  clarification  the  3-character 
report  should  be  compared  with  Table  2  (at  the  task  level)  and  Table  3 
(at  the  duty  level).  The  report  based  on  authorized  grades  3-4  may  be 
compared  with  Tables  6-4  and  6-5  at  the  task  and  duty  level  respec- 
ti vely . 

(2)  Group  summary  (GRPSUM). 

(a)  Description.  This  program  calculates  and  prints  three  dif¬ 
ferent  types  of  reports:  (1)  the  percent  of  members  performing  each 
duty  and/or  task  in  the  job  inventory;  (2)  the  average  percent  time 
spent  on  each  duty  and/or  task  by  all  members  in  the  inventory;  and  (3) 
a  report  that  reflects  both  the  percent  of  members  performing  and  the 
percent  time  spent  of  all  members  in  the  inventory.  GRPSUM  will  print 
data  for  groups  whose  composite  job  descriptions  were  computed  by 
JOBSPC.  The  summarized  data  is  printed  in  duty  and/or  task  number  order 
and  the  group  descriptions  are  ordered  according  to  the  sequence  of  the 
input  request  cards. 

(b)  Explanation.  The  data  contained  in  the  GRPSUM  output  is 
almost  identical  to  that  provided  in  the  JOBSPC  reports  on  which  it  is 
based.  This  allows  the  manager  to  make  duty/task  comparisons  based  on 
percent  members  performing  and/or  percent  time  spent  by  all  members 
across  various  groups  without  having  to  consult  several  JOBSPC  reports. 
This  is  useful  in  comparing  the  duty/task  performance  by  skill  level,  by 
duty  position  within  a  skill  level,  by  command  or  location,  by  pay 
grade,  by  years  ot  active  Federal  service,  etc.  The  maximum  number 


6-8 


5-7 


of  groups  displayed  at  one  time  is  10.  These  10  groups  can  all  be  based 
on  percent  members  performing,  on  percent  time  spent,  or  a  combination 
of  both.  These  groups  are  presented  in  optional  order  and  may  be 
altered  to  suit  the  user's  needs.  All  duties  and  tasks  appear  in  the 
GRPSUM  report  whether  or  not  they  are  performed  by  any  member  of  the 
groups  presented.  The  output  is  provided  in  duty/task  order. 

(c)  Examples.  The  following  examples  of  GRPSUM  reports  are  pro¬ 
vided  for  the  "Widget  Repairer." 

1_.  Three  character  MOS,  EPMS  skill  level  1,  EPMS  skill  level  2,  and 
EPMS  skill  level  3  by  percent  members  performing  (fig  6-7  and  6-8)  and 
by  percent  time  spent  (fig  6-9  and  6-10). 

2.  Duty  positions  for  the  Widget  Repairer,  Senior  Widget  Repairer, 
and  Widget  Repair  Supervisor  by  percent  members  performing  (fig  6-11  and 
6-12)  and  by  percent  time  spent  (fig  6-13  and  6-14). 

3.  Three  character  MOS,  EPMS  skill  level  1,  EPMS  skill  level  2,  and 
EPMS  skill  level  3  by  both  percent  members  performing  and  percent  time 
spent  (fig  6-15,  and  6-16). 

i 

(3)  Group  difference  (GRPDIF). 

(a)  Description.  This  program  calculates  and  reports  the  dif¬ 
ference  between  two  job  descriptions  in  terms  of  percentage  of  members 
performing  each  task  and/or  average  percent  time  spent.  Difference 
values  are  presented  in  descending  or  ascending  order  on  either  value 
(from  largest  negative  to  largest  positive  difference  or  vice  versa)  or 
in  task  number  order. 

(b)  Explanation.  Once  the  manager/analyst  has  reviewed  the  GRPSUM 
output,  a  program  computes  the  differences  in  task  performance  between 
two  groups.  GRPDIF  is  the  CODAP  program  which  performs  this  function. 

The  output  immediately  identifies  task  performance  differences  and  sorts 
these  differences  to  readily  identify  maximum  deviations.  The  data  may 
be  presented  in  the  following  configurations: 

1.  Based  on  the  differences  in  both  percent  members  performing  and 
average  percent  time  spent  by  all  members  performing.  This  output  may 
be  presented  in  task  order,  or  sorted  in  either  descending  or  ascending 
order  based  on  either  the  difference  in  percent  members  performing  or 
the  average  percent  time  spent  by  all  members. 

2.  Based  on  the  differences  in  percent  members  performing.  This 
output  may  be  presented  in  task  order  or  sorted  in  either  descending  or 
ascending  order. 
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3.  Based  on  the  differences  in  average  percent  time  spent  by  all 
members.  This  output  may  be  presented  in  task  order  or  sorted  in  either 
descending  or  ascending  order. 

4.  The  program  also  presents  the  information  on  only  those  tasks 
whose  difference  exceeds  a  predetermined  (by  the  manager/analyst)  ab¬ 
solute  value  for  either  percent  members  performing  or  average  percent 
time  spent  by  all  members.  For  example,  you  may  wish  to  look  at  only 
those  differences  in  percent  members  performing  which  exceed  10  percent. 
This  report  could  be  presented  in  task  order,  or  sorted  in  either 
descending  or  ascending  order  based  on  the  differences. 

(c)  Examples.  The  following  two  examples  of  GRPDIF  display: 

Difference  of  percent  members  performing  between  EPMS  skill  level  1 
and  EPMS  skill  level  2,  ranked  in  task  order,  (fig  6-17). 

-  Difference  of  percent  members  performing  between  EPMS  skill  level 
2  and  EPMS  skill  level  3  where  the  difference  exceeds  20.00  percent, 
sorted  in  descending  order  based  on  difference,  (fig  6-18). 

(4)  Variable  Summary  (VARSUM). 

(a)  Description.  This  program  computes  and  reports  frequency 
distributions  within  specified  intervals,  makes  total  frequency  counts, 
and  calculates  means  and  standard  deviations  on  selected  background  and 
computed  variables  for  any  group  of  individuals  whose  job  description 
has  been  generated  by  JOBSPC. 

(b)  Explanation.  The  VARSUM  output  displays  the  data  collected  in 
the  background,  equipment,  and  special  requirements  sections  of  occu¬ 
pational  survey  questionnaires.  Computing  means  and  standard  deviations 
is  optional  and  should  only  be  done  when  the  scaled  intervals  make  these 
computations  meaningful.  Although  there  is  no  restriction  on  the  number 
of  groups  handled  by  VARSUM,  only  10  groups  can  be  reported  at  a  time. 

J_.  To  interpret  the  VARSUM  output,  obtain  a  list  of  variable 
interval  definitions.  For  example  the  VARSUM  output  displaying  the  3- 
character  MOS  and  EPMS  skill  levels  for  MOS  99X  by  duty  positions  would 
look  like: 


INTERVAL 

1 

2 

3 


VARIABLE  NUMBER  V006  =  DUTY  POSITION 


3CHM0S 


SL1 


SL2 


SL3 
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2.  Interpretation  of  the  intervals  depends  on  having  the  duty 
position  titles  for  intervals  1  through  3  which  are  "Widget  Repairer," 

Senior  Widget  Repairer,"  and  "Widget  Repair  Supervisor."  The  lists  of 
variable  titles  necessary  for  interpretation  is  provided  the  user  by 
MODD  with  the  VARSUM  reports. 

(c)  Examples.  Example  VARSUM  reports  for  three  character  MOS  and 
EPMS  skill  levels  for  the  variables  of  sex  (V008)  and  authorized  pay- 
grade  (V019)  are  provided  at  figures  6-19  and  6-20. 

6-3.  Field  sponsored  surveys.  A  field  sponsored  survey  may  be  tailored 
to  meet  the  user's  needs.  Depending  on  the  need,  a  survey  can  be  mailed 
or  directly  administered  to  small  or  large  groups.  A  disadvantage  since 
surveys  of  this  type  are  prepared  by  the  originating  agency/school,  they 
are  only  as  good  as  the  drafter  of  the  document.  Quality  of  information 
is  also  a  function  of  scales,  sample  size,  administrative  instructions, 
elimination  bias,  etc.  Utility  and  usefulness  can  vary  widely.  Guide¬ 
lines  for  questionnaire  development  are  provided  below  but  only  ex¬ 
perience  determines  an  individual's  ability  to  prepare  an  effective 
survey.  All  intercommand  surveys  (outside  TRADOC)  must  be  submitted  in 
accordance  with  AR  600-46  or  Change  1,  AR  611-3  for  required  MILPERCEN 
review  and  approval  (for  a  detailed  discussion  of  questionnaire  preparation, 
see  Questionnaire  Construction  Manual  by  Army  Research  Institute,  1976 
(DDC  number  ADA  037815")). 

a.  Demographic  item  guidelines. 

(1)  Each  demographic  data  item  collected  should  have  potential 
useful lness.  Demographics  are  not  collected  simply  to  gather  statistical 
information,  but  rather  to  help  sort  survey  results  into  different 
categories  such  as  skill  level,  sex,  or  rank.  The  data  needs  of  the 

-anager/analyst  help  determine  which  demographics  to  use.  Find  a 
balance  between  collecting  only  those  demographics  needed  at  the  moment 
(risk  loosing  demographic  information  to  evaluate  the  data  according  to 
someone's  needs)  and  collecting  all  the  demographic  variables  that  come 
to  mind.  In  selecting  demographic  variables,  ask  yourself,  "Do  1  expect 
different  responses  from  various  kinds  of  people  (e.g.,  soldiers  at 
different  pay  grades)?,"  "Do  major  differences  matter  among  these  various 
people  (e.g.,  people  of  different  heights)?,"  and  "If  there  are  dif¬ 
ferences,  can  they  be  addressed  by  training?" 

(2)  There  should  be  a  demographic  choice  for  every  respondent.  Each 
person  is  categorized  somewhere  in  each  demographic  question.  Thus, 
scalar  demographics,  such  as  income,  should  have  no  cutoff  at  the  bottom 
or  at  the  top.  Nonscalar  demographics  should  include  the  entire  known 
field,  or  utilize  "other"  as  the  last  category. 
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(3)  Each  demographic  question  should  have  closed-ended  responses. 
Provide  an  entire  range  of  categories  for  the  respondents  and  let  them 
fit  themselves  into  a  group  in  accordance  with  your  plans.  If  you  wish 
to  discover  unknown  categories  of  respondents  leave  an  open-ended 
demographic  question.  Most  demographic  categories,  however,  are  iden¬ 
tified.  Coding  open-ended  demographic  items  involves  unnecessary  time, 
confusion  and  possible  errors.) 

(4)  Divide  the  demographic  range  to  best  utilize  the  number  of 
choices,  on  the  answer  sheet  if  one  is  to  be  used.  Initially,  estimate 
the  proportion  of  persons  falling  into  each  category  and  try  to  group 
them  evenly  into  the  number  of  available  categories  (e.g.,  five  cate¬ 
gories  on  a  5-point  scale).  If  in  doubt,  use  demographics  made  by 
other  survey  writers.  Having  ran  a  survey  once,  you  should  know  how 
many  persons  fall  into  each  demographic  category,  and  group  according 
to  this  information  (e.g.,  perhaps  there  were  not  enough  E-8  or  E-9 

to  justify  separating  them  from  E-7,  or  not  enough  Warrant  Officers  to 
justify  a  category  separate  from  Lieutenants,  etc.). 

NOTE:  If  you  must  separate  a  specific  category,  do  not  include  it  with 
another  category  simply  because  the  group  is  under-represented  (e.g., 

E-4  living  in  on-post  housing,  persons  with  doctoral  degrees,  etc.). 

(5)  Two  different  demographics  can  occasionally  be  combined  into 
one  question  if  they  are  mutually  exclusive  and  space  is  short.  This 

is  poor  practice,  however,  unless  you  are  quite  sure  of  the  data  analysis 
capabilities  of  your  processing  system  and  you  know  you  can  isolate 
responses.  Occasionally,  two  dichotomous  (i.e.,  having  two  possible 
choices  only)  demographics  can  be  combined  to  provide  all  the  required 
information.  For  example,  if  you  need  to  know  "sex"  and  "supervisory 
status"  you  could  save  a  question  (thus  allowing  another  demographic 
to  be  added  to  the  survey)  in  the  following  manner: 

Original  Questions: 

1.  Sex: 

1.  Male 

2.  Female 

Combined  Question: 

1.  Sex  and  supervisory  status: 

1.  Male--non-supervisory  position 

2.  Male--supervisory  position 

3.  Female--non-supervisory  position 

4.  Female— supervisory  position 


2.  Supervisory  status: 

1.  I  am  not  a  supervisor 

2.  I  am  a  supervisor 
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b.  Need  guidelines. 


(1)  The  information  must  not  already  be  available  from  other 
sources.  Field  sponsored  surveys  are  a  fairly  expensive  way  to 
collect  information.  They  should  not  be  used  to  collect  information 
which  is  already  available  as  statistics,  as  reports,  previous  survey 
results,  or  in  other  forms.  Think  carefully  about  where  information 
might  al ready  be  located  before  collecting  it  through  your  own  survey. 
Many  forms  of  statistical  information  may  be  compiled  somewhere.  The 
key  to  demographics  is  utility  to  the  study.  Information  on  paygrade, 
sex,  etc.,  may  be  available  for  the  population.  The  manager/analyst 
compares  the  sample  with  the  population  to  determine  the  reliability 
or  representativeness  of  the  data  collected. 

(2)  Each  question  should  have  an  identifiable  purpose.  Each 
question  must  have  a  purpose.  While  it  is  acceptable  to  include  a 
question  because  the  results  "might"  be  useful  to  "X  Directorate," 
it  is  not  justifiable  to  ask  a  question  because  "it  would  be  nice  to 
know  how  a  group  feels  about  something."  Avoid  "gee  whiz"  questions 
which  serve  no  useful  purpose  other  than  satisfying  someone's  curiosity 

c.  Question  guidelines  (general). 

(1)  Try  to  limit  each  question  to  a  single  purpose.  Avoid  use 
of  multiple  subjects,  multiple  adjectives,  etc.,  in  a  question.  Be 
especially  critical  of  the  words  "and,"  "or"  and  slashes  which  indicate 
multiples.  For  example,  satisfaction  with  "the  way  women  and  minority 
members  are  treated  in  this  organization"  gives  a  response  about  both 
women  and  minority  members.  Since  there  is  no  way  to  know  whether 
"treatment"  refers  to  only  women ,  only  minority  members,  or  both  groups 
the  usefulness  of  the  data  is  limited.  Trying  to  measure  "satisfaction 
with  the  physical  condition  or  location  of  our  workplace"  poses  a 
similar  problem.  Some  multiples,  however,  are  acceptable  because  they 
may  be  closely  associated  in  meaning  to  the  respondent,  or  make  an 
acceptable  composite  value  for  the  analyst/manager.  For  example, 
response  to  "the  places  to  eat  and  drink  on  post"  do  not  necessarily 
limit  the  quality  of  information  feedback.  However,  "the  level  of 
racial  and  ethnic  discrimination"  may  be  an  unacceptable  combination. 

(2)  The  question  should  be  a  valid  measure  of  what  you  intend 

to  measure.  "Valid"  in  this  case,  means  measuring  your  intended  target 
If  the  writer  asks  about  one  thing  and  some  persons  respond  with  some¬ 
thing  else  in  mind,  the  results  will  look  OK,  but  they  will  not  be 
valid.  For  example,  asking  "what  is  the  size  of  your  household" 
usually  married  or  older  persons  respond  according  to  the  number  of 
children  in  their  household.  But  young  trainees  or  young  unmarried 
soldiers  may  respond  with  the  number  of  persons  in  their  parents' 
household  size  as  a  measure  of  "number  of  ete aaodan tsdh^i ^  not,  valid. 
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(3)  The  question  should  be  general  enough  to  apply  to  most  current 
and  future  respondents.  Avoid  asking  questions  which  only  pertain  to 

a  select  portion  of  the  entire  group,  or  which  refer  to  an  uncommon 
experience.  Many  persons  will  respond  to  questions  they  do  not  under¬ 
stand.  For  example,  asking  if  "the  facilities  at  the  airport  are  in 
need  of  improvement"  or  that  "the  food  in  the  maternity  ward  is  sat¬ 
isfactory"  can  be  answered  by  all  respondents,  but  few  persons  sampled 
could  give  meaningful  answers.  If  there  is  a  possibility  that  the 
questionnaire  will  be  used  again  at  a  later  time,  specialized  questions 
which  are  meaningful  to  the  first  population  being  surveyed  may  not 
be  applicable  to  later  groups.  For  example,  "Do  you  agree  with  the 
way  the  1974  conservation  program  was  handled  in  your  unit?  is  mean¬ 
ingless  in  a  1979  survey.  If  the  survey  is  only  given  once,  or 
repeated  only  within  the  same  specialized  group,  then  specialized 
questions  may  be  used.  Example:  questions  relevant  only  to  drill 
sergeants,  or  to  motor  pool  personnel,  etc. 

(4)  Phrase  each  question  in  a  neutral  manner.  Avoid  value 
judgements.  Avoid  phrasing  which  might  lead  respondents  to  respond 
the  way  they  think  the  question  writer  wants  them  to  respond.  Tor 
example,  asking  whether  a  person  believes  in  "legalizing  that  ho rr i b 1 e 
drug,  marijuana"  or  if  soldiers  are  satisfied  with  "the  great  way  we 
reorganized  the  supply  room"  biases  the  question.  The  writer  has  already 
made  a  value  judgement  and  does  not  need  to  ask  others  to  back  up  that 
judgement.  Sometimes  bias  is  very  subtle.  For  example:  "How  do  you 
feel  about  the  "pay  inversion  problem? " 

(5)  Avoid  double  negatives.  Double  negatives  most  often  occur 
by  using  a  negatively  phrased  question  with  a  scalar  answer,  for 
example,  "there  is  no  discrimination  in  my  unit"  might  be  answered 
with  "I  di sagree  that...."  or  "it  is  not  true."  The  response  validity 
of  questions  phrased  this  way  are  in  doubt,  since  the  respondent  may 
be  trying  to  disagree  about  the  existence  of  discrimination  but  marks 
the  answer  sheet  to  indicate  that  there  is  discrimination  (i.e.,  I 
disagree  that  there  is  n£  discrimination]. 

(6)  Do  not  deliberately  avoid  negative  subject  matter.  Surveys 
are  often  designed  to  determine  negatively  perceived  subject  areas 
so  that  managers  may  deal  with  them,  but  managers  are  often  hesitant 
to  address  negative  areas.  For  example,  questions  with  the  concept 
of  "hurry  up  and  wait,"  "Mickey  Mouse  activities,"  or  "lack  of  mean¬ 
ingful  work,"  may  seem  easier  to  avoid,  but  failing  to  address  the  issues 
only  prolongs  the  problem.  A  topic,  however,  may  be  of  sufficient 
importance  that  it  is  worthwhile  to  try  to  collect  data  by  approaching 
the  information  obliquely.  One  approach  could  be  to  “soften"  negative 
questions  by  using  euphemisms.  For  example:  "Mickey  Mouse"  might  be 
called  "busy  work"  or  "busy  work"  might  be  called  "work  just  to  keep 

me  busy."  (The  end  result  is  the  same  since  the  euphemism  only  soothes 
the  manager.  The  respondee  already  knows  what  negative  things  occur). 
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If  a  manager  does  not  feel  threatened,  and  has  definite  reasons  for- 
wanting  straightforward  information  about  a  specific  subject  area,  then 
even  a  highly-charged  area  or  terminology  can  be  used  in  a  questionnaire. 
(Review  Question  Guideline  4). 

(7)  Use  up-to-date  concepts.  Avoid  using  terms  or  ideas  which 
might  cause  the  respondent  to  doubt  the  question  writer's  knowledge 
about  the  subject.  Avoid  errors  (such  as  outdated  unit  designations)  in 
the  demographics,  the  use  of  the  term  "Coloreds"  to  denote  minority 
races,  the  use  of  "Volar"  to  denote  the  all -volunteer  Army,  and  so  on. 
Such  errors  alienate  some  survey  participants  and  have  an  unknown  (and 
unnecessary)  negative  effect  on  survey  results.  Whenever  possible,  let 
several  persons  outside  of  your  area  of  expertise  read  draft  questions 
and  make  suggestions.  A  person  with  a  high  school  GfcD  can  catch  errors 
missed  by  a  F’h.O. 

(8)  tie  correct  in  terminology,  grammar  and  spelling.  Avoid  the 
risk  of  "turning  off"  participants  by  “needless"  errors  or  oversights  in 
proofreading.  Use  correct  terminology.  For  example,  do  not  call  I  AD 
the  "Finance  and  Accountant's  Division."  Use  correct  grammar.  For 
example,  do  not  say  "they  isn't  very  high  morale  in  our  unit."  Spell 
correctly.  For  example,  do  not  permit  errors  such  as  "morale  level  of 
the  personal  in  the  Provost  Marshall's  Office."  Watch  punctuation 
meticulously.  For  example,  "troops  of  ours"  compared  to  "theirs." 

d.  Wording  guidelines  (questions  and  response  choices). 

(1)  Keep  the  language  simple.  Questions  must  be  keyed  to  the 
reading  level  of  the  respondents.  Avoid  using  complicated  or  less 
common  words.  For  example,  asking  about  "the  milieu  and  decor  of  the  FM 
club"  or  "the  convergence  of  jobs  and  job  descriptions"  might  not  be 
understood  by  a  substantial  portion  of  military  or  civilian  personnel. 

(2)  Keep  the  questions  concise.  Keep  each  question  as  short  as 
possible.  Do  not,  however,  shorten  a  question  or  response  to  the  extent 
that  it  is  unclear.  For  example,  "The  work  group  1  belong  to  really 
wants  to  meet  our  group's  objectives  successfully"  might  be  cut  to  "My 
work  group  really  wants  to  meet  its  objectives."  It  could  not  mean¬ 
ingfully  be  shortened  to  "My  group  wants  its  objectives." 

(3)  Use  specialized  terminology  or  abbreviations  with  caution. 

Avoid  terms  that  may  be  unclear  to  some  respondents.  If  respondents  do 
not  know  what  you  are  asking  they  cannot  provide  valid  answers.  For 
example,  "MI SO' s  360-50  is  doing  a  much  better  job"  and  "DAC  make 
insufficient  use  of  the  Standard  Form  63"  are  absolutely  clear  to  some 
persons,  "gobbleygook"  to  other's. 
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(4)  Avoid  ambiguity.  A  statement  which  appears  to  be  clear  may 
have  one  meaning  to  one  person  and  a  different  meaning  to  another.  Such 
situations  occur  fairly  easily  and  need  to  be  avoided.  For  example,  "If 
an  NCO  is  determined  to be  an  alcoholic  ..."  may  mean  "  results  showed 
he  was  an  alcohol irir  to  one  person;  but  "he  really  sets  his  mind  to 
becoming  an  alcoholic"  to  another  person.  In  this  case,  use  of  the 
phrase  "is  identified  as"  rather  than  "is  determined  to  be"  will  cleat- 
up  the  situation.  Words  may  have  built-in  ambiguity,  for  example  "use" 
(both  noun  and  verb),  "read"  (both  present  and  past  tense),  "tear"  (both 
noun  and  verb),  "invalid"  (both  noun  and  adjective),  etc.  Someone 
unfamiliar  with  the  questionnaire  should  read  the  draft  to  identify 
ambiguous  words  and  meanings. 

(b)  Avoid  redundancy  and  superflous  words.  If  words  or  phrases  do 
not  add  anything  to  the  question,  cut  them  out.  I  sample:  "Do  not 
keep  on  continually  repeating  yourselt  over  and  over."  (Review  Wording 
Guideline  2) . 

e.  Answer  choice  guidelines. 

(1)  The  meaning  ot  each  choice  must  be  clear  to  the  respondent.  The 
respondent  must  be  able  to  understand  what  is  involved  in  each  choice, 
even  when  "tiller"  responses  have  been  used. 

(?)  Choices  must  be  mutually  exclusive.  There  should  be  no  contusion 
as  to  whether  two  responses  include  part  or  all  ot  the  same  thing,  tven 
scalar  responses  may  be  confusing,  lor  example,  the  following  pairs  are 
not  mutually  exclusive:  "no"  and  "no,  not  really;"  "seldom:  and  "hardly 
ever;"  "often"  and  "very  frequently." 

(?)  Lach  respondent  must  be  provided  a  choice  among  the  answers. 

All  possible  answers  to  the  question  should  be  exhausted  it  practicable, 
otherwise  some  respondents  will  be  unable  to  answer  one  or  more  of  the 
questions.  This  may  reduce  their  instruction  completing  the  remainder 
of  the  questionnaire.  The  use  of  "other,"  "I  don't  know,"  "no  opinion," 
etc.,  provides  a  choice  for  everyone  (but  is  not  always  the  most  satis¬ 
factory  choice). 

(4)  A  respondent  should  tind  only  one  answer  choice  which  is 
appropriate  for  each  question.  Iwo  items  which  seem  mutually  exclusive 
may  be  relevant  to  one  person.  The  respondent  will  either  answer  both 
or  feel  uncomfortable  not  doing  so.  lor  example,  "1  am  acquainted  with 
' \ '  questionnaire,"  "1  have  taken  the  'X'  survey  several  times,"  and  "1 
assist  in  the  administration  of  'X'  questionnaire”  could  be  answered  in 
the  affirmative  by  one  person.  An  extreme  case  might  be  categories 
"married"  and  "divorced,"  both  apply  to  many  persons; 
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fortunately,  most  persons  respond  with  their  present  condition  or 
attitude.  Instructions  must  stress  that  answers  be  for  the  present 
situation  (if  that  is  the  desire  of  the  writer)  to  minimize  the 
likelihood  of  two  or  more  applicable  responses. 

(5)  Limit  the  number  of  choices  to  the  number  of  response  blocks 
on  the  scannable  answer  sheet.  The  scannable  answer  sheet  usually 
limits  you  to  five  or  seven  choices  per  question.  Holding  all  the 
response  choices  within  these  limits  takes  considerable  ingenuity. 
Offering  at  least  five  important  choices  plus  an  "other"  choice  helps 
to  exhaust  the  whole  field  of  possibilities,  yet  only  a  5-point  scale 
may  be  available.  A  "sixth  choice"  can  sometimes  be  "Manufactured” 
after  the  question  placing  a  parenthetical  phrase  like  "(Leave  blank 
if  you  have  no  opinion  in  this  area),"  or  "(Leave  blank  if  you  do  not 
know)",  etc.  Caution:  Respondents  who  follow  directions  and 
intentional ly  leave  all  responses  blank  cannot  be  differentiated 
from  those  who  stopped  before  that  part  of  the  questionnaire  or  from 
those  who  skipped  that  particular  question. 

(6)  Avoid  providing  a  great  many  choices  to  one  question,  even 
if  hand  scoring  permits  an  unlimited  number  of  response  choices.  If 
possible,  break  up  a  large  number  of  responses  into  several  questions, 
so  the  choices  are  easy  to  overview.  Such  reduction  in  choices  per 
question,  however,  is  not  mandatory  if  the  questions  will  be  hand- 
scored.  (The  DA  "quarterly  survey"  has  frequently  used  15  or  20 
mutually  exclusive  choices  without  difficulty;  SURVEY,  the  available 
computer  program,  can  handle  a  maximum  of  10  choices.) 

(7)  Avoid  leaving  "unused"  responses.  Occasionally,  if  the 
questionnaire  writer  provides  only  four  choices  to  a  question  on  a 

scan  answer  sheet  having  a  5-point  scale,  a  respondent  will  mark  #5  (the 
last  choice  on  the  scan  sheet)  when  he  should  have  marked  #4  (the  last 
choice  in  the  question) .  This  is  minor,  but  to  prevent  such  "mis- 
marking"  provide  five  choices.  You  might  use  a  "filler"  such  as  "other," 
though  there  may  not  be  an  "other"  category. 

f.  Sequencing  guidelines. 

(1)  Go  from  general  subject  matter  to  more  specific  subject 
matter.  General  questions  are  less  likely  to  affect  more  detailed 
questions  whereas  the  details  cause  reaction  to  the  general  questions. 
Therefore,  use  the  more  general  questions  ahead  of  the  more  specific 
questions  if  the  sequence  seems  correct.  For  example,  if  the  attitude 
toward  details  of  living  conditions  such  as  "degree  of  privacy,"  "kind 
of  furniture,"  "freedom  to  decorate"  were  asked  before  asking  the 
attitude  about  "the  overall  pleasantness  and  comfort  of  living  quarters," 
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dissatisfaction  with  any  one  of  the  detailed  aspects  could  affect  the 
response  to  "overall  comfort."  On  the  other  hand,  you  might  want  an 
attitudinal  response  after  you  had  asked  about  (i.e.,  reminded  the 
respondent  of)  all  the  details.  For  example,  you  might  ask  for  a 
person's  attitude  about  "the  Army  as  a  career"  after  asking  about  many 
different  (more  detailed)  career  aspects. 

(2)  Separate  similar-looking  questions.  Physical  separation  of 
similar  questions  helps  reduce  respondent  confusion  and  increases 
different  answering  patterns.  For  example,  "the  accuracy  of  information 
provided  by  employees  at  the  Civilian  Personnel  Office"  should  be  placed 
away  from  "the  accuracy  of  civilian  personnel  information  provided  in  my 
organization."  Underlining  "my"  can  also  help  reduce  respondent  con¬ 
fusion. 

(3)  Separate  statements  if  the  first  might  cause  an  emotional 
response  to  the  next  one(s).  For  example,  asking  for  level  of  satis¬ 
faction  with  "the  efficiency  with  which  Finance  handles  my  pay"  before 
asking  about  satisfaction  with  "the  amount  of  pay  I  receive  in  the  Army" 
could  have  an  adverse  effect  on  the  second  question.  Try  to  f i rst  ask 
those  questions  which  are  most  likely  to  be  influenced  by  others.  (The 
guidelines  about  "general"  questions  before  "specific"  questions  is  also 
important  in  this  context.). 

(4)  Group  all  demographics  together.  Sorting,  by  demographic  items 
and  preparing  control  cards  for  the  computer,  are  facilitated  when 
demographics  are  all  located  together.  The  demographic  section  should 
be  at  the  beginning  of  the  questionnaire.  This  permits  respondents  to 
indicate  things  they  feel  comfortable  revealing,  before  answering 
topical  questions.  If  respondents  answered  the  questions  first  and  then 
discovered  they  were  to  provide  information  about  themselves,  they  might 
feel  "tricked"  into  having  given  answers  and  either  leave  out  all 
demographic  data  or  throw  away  the  answer  sheet. 

(5)  Try  to  avoid  contingency  questions  requiring  that  one  or  more 
questions  be  skipped.  An  example  of  a  contingency  question  is,  "Answer 
only  if  you  live  on  Post,  otherwi se  skip  to  question  24."  If  you  decide 
you  must  use  contingency  questions  provide  clear,  concise  instructions 
to  limit  the  amount  of  confusion  and  error. 

(6)  Start  the  questionnaire  with  an  interesting  set  of  questions. 

If  you  fail  to  catch  respondent  attention  and  interest  at  the  beginning, 
they  may  throw  away  the  entire  questionnaire  or  leave  it  blank  except 
for  a  note  about  the  technical  competence  of  questionnaire  writers.  The 
first  group  of  questions  should  be  based  on  logical  overall  sequence, 
and  should  capture  respondent  interest. 
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6-4.  Officer  job  and  task  analysis  survey  procedures. 

a.  MILPERCEN  conducts  Armywide  officer  occupational  surveys  using 
the  Army  Occupational  Survey  Program  (AOSP)  computer  programs.  The  task 
section  of  the  questionnaire  referred  as  "Activity  Section"  in  surveys 
sent  to  the  field)  will  be  designed  to  verify  if  a  task  is  performed  by 
incumbents  in  a  particular  duty  position,  and  to  determine  the  relative 
task  importance  or  degree  of  involvement  of  the  officer  with  each  task. 

A  skills  and  knowledge  section,  equipment  section  and  personnel  comment 
section  are  also  included.  Demographic  data  will  be  collected  to  permit 
partition  of  data  to  support  routine  or  unique  information  requests. 

b.  Specialty  training  proponents  will  forward  task  inventories  to 
the  appropriate  integrating  center  in  accordance  with  established 
milestones.  Integrating  centers  review  the  lists  and  resolve  problems. 
TDI  in  turn  reviews  the  list  for  task  structure  and  format  and  forward 
to  MILPERCEN.  MILPERCEN  assists  throughout  the  task  inventory  develop¬ 
ment  process  and  works  with  the  training  proponent  to  finalize  the 
inventories  into  questionnaire  format.  After  final  staffing  by  MILPERCEN 
with  the  training  proponent,  DA  staff  proponent,  and  others  if  required, 
and  a  final  technical  review,  questionnaires  will  be  administered  to  an 
appropriate  population  of  job  incumbents  in  each  specialty. 

c.  Classified  tasks  cannot  be  included  in  survey  questionnaires. 
Proponents  who  require  information  on  classified  tasks  from  job  in¬ 
cumbents  should  contact  TDI  to  make  arrangements  for  alternate  survey 
procedures . 

d.  Before  large  scale  operational  surveying  is  initiated,  two  pilot 
survey  programs  will  insure  that  survey  methodology  is  correct  and  that 
realistic  milestones  are  established.  The  first  pilot  will  survey 
company  grade  officers  (Wl-03)  in  selected  specialties.  A  second  pilot 
program  will  survey  field  grade  officers  in  selected  basic  and  advanced 
entry  specialties.  Results  of  the  pilot  surveys  will  be  used  to  improve 
methodology  and  adjust  milestones  as  necessary. 

e.  A  phased  survey  program  will  follow  the  pilot  efforts.  Initial 
surveys  will  include  only  company  grade  questionnaires.  Surveying  for 
all  officer  grades  will  follow  the  second  pilot  program. 

f.  Survey  data  is  analyzed  by  MILPERCEN  and  TRADOC  utilizing  the 
Comprehensive  Occupational  Data  Analysis  Program  (CODAP)  system.  Other 
software  may  be  developed  specifically  for  officer  survey  analysis. 
General  information  on  use  of  CODAP  output  is  found  in  the  "CODAP 
Information  Guide."  During  the  first  pilot  survey  program  a  number  of 
"rating  scales"  will  be  tested.  Based  on  this  test  the  most  successful 
scale(s)  will  be  selected  for  use  in  the  phased  ipperational  surveying 
program.  Analyzed  survey  data  will  assist  training  developers  in  se¬ 
lecting  tasks  for  training  and  in  determining  the  site  where  training 
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79.17 

C 

1 

REQUISITION  REPAIR  PARTS 

83.33 

8.00 

6.67 

85.83 

8 

6 

TEST  OPERATE  WIDGETS 

50.00 

9.33 

4.67 

90.50 

I 

9 

CALIBRATE  TEST  EQUIPMENT 

33.33 

6.00 

2.00 

92.50 

C 

3 

PREPARE  EXCHANGE  TAGS 

16.67 

4.00 

1.33 

93.83 

10 

A 

1 

EVALUATE  SUBORDINATES  WORK  PERFORMANCE 

16.67 

2.00 

.33 

94.17 

A 

2 

INSTRUCT  PERSONNEL  IN  WIDGET  MAINTENANCE 

16.67 

5.00 

.83 

95.00 

A 

3 

PLAN  WORK  SCHEDULES 

16.67 

4.00 

.67 

95.67 

A 

3 

DIRECT  PERSONNEL  PER/ORHING  WIDGET  MAINTENANCE 

16.6# 

6.00 

1.00 

96.67 

C 

2 

PREPARE  MAINTENANCE  RF.QtHSTS 

16.67 

10.00 

1.67 

98.33 

15 

c 

3 

MAINTAIN  TECHNICAL  PUBLICATIONS 

16.67 

10.00 

1.67 

100.00 

u) 

MOTES :  * 

(u 

Indicate*  that  thi*  group  perform*  only  16  of  the  20 

taeke  in 

tha  queetionnalrt. 

a 

See  example  1  for  additional  It#®  Identification. 

Figure  6-6.  Authorized  pay  grades: 

task/job  description 
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TTV  SU*<AMY  OF  301  MDS  4  EPKS  UlLL  LEVEL 

(3)  rxmr  croup  summary 

(4)  PERCENT  MEMBERS  PERFORMING 


3CH 

EPMS 

EPMS 

EPKS 

(6) 

DUTY 

MOS 

SL1 

SL2 

SL3 

A 

PERFORM  SUPERVISORY  DUTIES 

70 

50 

100 

100 

B 

PERFORM  WIDCrT  MAINTENANCE  DUTIES  V  (7) 

100 

100 

100 

100 

C 

PERFORM  MAINTENANCE  ADMINISTRATIVE  DUTIES  J 

100 

100 

100 

100 

(1)  Title  used  to  Identify  the  groups  whose  Job  performance  forms  the  besis  for  this  report. 

(2)  CRPSUM  report  identlf lcstlon  code. 

(3)  Identifies  this  ss  s  duty  level  CRPSUM  report. 

(4)  Indicates  that  the  percent  members  performing  option  has  bsen  used. 

(5)  Identifies  the  four  groups  (3-character  MOS,  EPMS  skill  level  1,  EPKS  skill  level  2  and 

EPMS  skill  level  3)  for  which  data  is  praaantad  In  this  report. 

(6)  Identifies  the  duty  ares  code.  CRPSUM  reports  are  always  presanted  In  the  order  in  which 

thev  appear  in  the  ouast lonnalra . 

(7)  The  titles  used  Co  identify  each  duty  area. 

(8)  The  percent  members  performing  each  dutv  area  bv  each  a roup • 


igure  6-7.  Group  sjewary  ••eport .  3  character  MOS,  MOS/St, 

percent  performing  (talk  group)  


'THH5' 

(3t  TASK  CROUP  SUMMARY 

(4)  PERCENT  MEMBERS  PERFORMING 

_ _ ^ _ _ _ _  _ 

(6)  (7)  ^ 

A  1  EVALUATE  SUBORDINATES  WORK  PERFORMANCE 

A  7  INSTRUCT  PERSONNEL  IN  WIDGET  MAINTENANCE 
A  3  PLAN  WORK  SCHEDULES 

A  4  COORDINATE  MAINTENANCE  SCHEDULE  WITH  SUPPORTED  UNIT 

A  3  DIRECT  PERSONNEL  PERFORMING  WIDCIT  MAINTENANCE 

B  1  TEST  W1DCETS 

B  2  TROUBLESHOOT  WIDGETS 

B  3  REPAIR  WIDGETS 

B  4  INSPECT  REPAIRED  WIDCETS 

B  5  OVERHAUL  WIDGETS 

B  6  TEST  OPERATE  WIDGETS 

B  7  REVIEW/ INTERPRET  TECHNICAL  MANUALS 

B  8  CLEAN  TOOLS 

B  9  CALIBRATE  TEST  EQUIPMENT 

B  10  CLEAN  WORK  AREA 

C  l  REQUISITION  REPAIR  PARTS 

C  2  PREPARE  MAINTENANCE  REQUESTS 

C  3  MAINTAIN  TECHNICAL  PUBLICATIONS 

C  4  REQUISITION  MAINTENANCE  PUBLICATIONS 

C  5  PREPARE  EXCHANCE  TACS 


3CH 

EPMS 

EPMS 

EPKS 

MOS 

811 

SL2 

SL3 

50 

17 

100 

100 

4U 

17 

50 

100 

50 

17 

100 

100 

30 

0 

50 

100 

50 

17 

100 

100 

90 

100 

100 

50 

90 

100 

100 

50 

80 

100 

1 00 

o 

30 

0 

50 

100 

10 

0 

0 

50 

40 

50 

50 

0 

90 

83 

100 

100 

60 

100 

100 

0 

60 

33 

100 

100 

80 

100 

100 

0 

60 

83 

50 

0 

30 

17 

50 

50 

50 

17 

100 

100 

30 

0 

50 

100 

30 

33 

50 

0  J 

(1)  Title  ueed  to  Identify  the  groupe  whose  Job  performance  forme  the  basis  for  this  raport. 

(2)  CRPSUM  report  Idsntl f icatlon  code. 

(3)  Identifies  this  as  s  task  lsvsl  CRPSUM  raport. 

(4)  Indicates  that  the  percent  members  performing  option  has  bean  used. 

(5)  Identifier  the  four  group.  (3-ch.t.ct.t  MOS..IPHS  .kill  l.v.1  1.  EPMS  .kill  lml  S  «nd 
EPMS  skill  level  3)  for  which  data  le  presented  In  this  report. 

(6)  Identifies  the  duty  eras  coda. 

(7)  Identifies  the  teak  number  within  the  duty. 

(6)  Describes  the  task  being  performed. 

(9)  Identifies  the  percent  membere  performing  each  teak. 

Figure  6-0  Group  summary  report:  3  character  MOS,  MOS/Sl, 

Dercent  time  spent  performing  (duty  group; 


(1)  SUMMAKY  OP  3CH  MOS  6  KPMS  SKILL  LEVELS 

(3)  DUTY  GROUP  SUMMARY 

(4)  PERCENT  TIME  SPENT 


A  PERFORM  SUPERVISORY  DUTIES 

B  PERFORM  WIDGET  MAINTENANCE  DUTIES 

C  PERFORM  MAINTENANCE  ADMINISTRATIVE  DUTIES 


3CH 

KPMS 

EPKS 

EPMS 

MOS 

SL1 

SL2 

SL3 

16.1 

2.8 

25.0 

47.0 

20.5 

85.8 

61.0 

34.0 

13.4 

11.3 

14.0 

19.0 

(1)  Tide  used  Co  identify  the  groups  whose  job  psrfonasnce  forma  tbs  basis  for  this  report. 

(2)  CRPSUM  report  identification  code. 

(3)  Identifies  this  as  a  duty  level  CRPSUM  report. 

(4)  Indicates  that  percent  time  epant  option  waa  used. 

(5)  Identifies  the  four  groups  (3-character  MOS,  EPMS  skill  level  1,  EPMS  skill  level  2  end 

EPMS  skill  level  3)  for  which  data  la  presented  in  this  report. 

(6)  Identifies  the  duty  area  code.  CRPSUM  reports  ere  elveys  presented  in  the  order  in  which  they 

appear  in  the  questionnaire. 

(7)  The  titles  used  to  identify  each  duty  area. 

(8)  Indicates  the  percent  time  epant  in  each  duty  area  by  each  group. 


Flour,  6-9.  Group  summary  report:  3  cherecter  NOS,  NQS/SL. 
_ percent  time  spent  (duty  croup) _ 

T 1)  SUMHAJSY  OF  3CH  HDS  U  EPHS  SKIL1.  LKVRL3  l 

(3)  TASK  CROUP  SUMMARY  _ 

(A)  PERCENT  TIME  SPR.Fr  ^ _  '3C*  EPh 

(6)  (7)  r~  "W^TSE  "  '  MOS  SU 

A  3  EVALUATE  SUBORDINATES  WORK  PERPORHANCR  3.Q  0.3 

A  2  INSTRUCT  PERSONNEL  IN  VIDCKT  MAINTENANCE  3.1  0.8 

A  3  PLAN  WORK  SCHEDULES  3.2  0.7 

A  4  COORDINATE  MAINTENANCE  SCHEDULE  WITH  SUPPORTED  UNIT  i.8  0.0 

A  3  DIRECT  PERSONNEL  PERFORMING  WIDCKT  MAINTENANCE  5.0  1.0 

8  1  TEST  WIDGETS  6.7  8.5 

■  2  TROUBLESHOOT  WIDCETS  8.3  10.5 

B  3  REPAIR  WIDGETS  12.9  18.2 

B  4  INSPECT  REPAIRED  WIDGETS  2.2  0.0 

B  3  OVERHAUL  WIDCETS  1.2  0.0 

8  6  TEST  OPERATE  WIDCETS  4.2  4.7 

8  7  RLVIEW/INTLRPRET  TECHNICAL  MANUALS  9.8  9.0 

8  8  CLEAN  TOOLS  10.4  15.3 

8  9  CALIBRATE 'TEST  EQUIPMENT  3.6  2.0 

B  10  CLEAN  WORK  AREA  11.2  17.7 

C  1  REQUISITION  REPAIR  PARTS  4.6  6.7 

C  2  PREPARE  MAINTENANCE  REQUESTS  2.4  1.7 

C  3  MAINTAIN  TECHNICAL  PUBLICATIONS  3.8  1.7 

J  4  REQUISITION  MAINTENANCE  PUBLICATIONS  1.8  0.0 

C  5  PREPARE  EXCHANGE  TACS  1.0  1.3 


3CH 

EPMS 

EPMS 

EPMS 

HDS 

SL1 

SL2 

SL3 

3.Q 

0.3 

6.0 

8.0 

3.1 

0.8 

•2.0 

11.0 

3.2 

0.7 

7.0 

7.0 

1.8 

0.0 

1.0 

8.0 

5.0 

1.0 

9.0 

13.0 

6.7 

8.5 

6.0 

2.0 

8.3 

10.5 

9.0 

1.0 

12.9 

18.2 

10.0 

0.0 

2.2 

0.0 

2.0 

9.0 

1.2 

0.0 

0.0 

6.0 

4.2 

4.7 

7.0 

0.0 

9.8 

9.0 

11.0 

11.0 

10.4 

15.3 

6.0 

0.0 

3.6 

2.0 

7.0 

5.0 

11.2 

17.7 

3.0 

0.0 

4.6 

6.7 

3.0 

0.0 

2.4 

1.7 

4.0 

3.0 

3.8 

1.7 

5.0 

9.0 

1.6 

0.0 

1.0 

7.0 

1.0 

1.3  • 

1.0 

0.0 

Title  ueed  Co  Identify  Che  group*  vhoe*  job  performance  fore*  Che  berle  for  thl*  report. 
CRPSUM  report  ldentlf lcedon  cod*. 

Identlflea  thla  ea  a  duty  level  CRPSUM  report. 

Indicate*  that  percent  time  epant  option  vae  uead. 

Identlflea  the  four  groupe  (3-character  MOS,  EPMS  aklll  level  1,  EPMS  eklll  level  2  end 
EPrfi  aklll  level  3)  for  vhlch  data  le  preeanted  In  thl*  report. 

Identlflea  the  duty  area  code.  CRPSUM  reporee  era  elwaye  preeanted  In  the  order  In  vhlch 
they  appear  In  the  queetloimalra. 

Identlflea  the  teak  number  vithlii  the  duty, 

Deecrlbee  the  teak  being  performed 

Identlflea  the  percent  tie*  epant  on  each  teak  by  each  eroup. 

Ftoure  6-10.  Group  Summary  Report:  3  chericttr  MOS.  M0S/SL 
percent  time  spent  (tisk  group) 
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(1)  SUMHARY  OF  DOTY  POSITONS  TOR  HOS  991 

(3)  DUTY  CROUP  SWtlARY 

(4)  PERCENT  MEMBERS  PERFORMING 


(2)  CPSUH5 


_i.lL 

J 

DPC 

DPC 

DPC 

(6) 

DUTY 

01 

02 

03 

1  A 

PERFORM 

SUPERVISORY  DUTIES 

SO 

100 

100 

B 

PERFORM 

WlDCti  MAINTENANCE  DUTIES 

’  (7) 

100 

100 

100 

C 

PERFORM 

MAINTENANCE  ADMINISTRATIVE  DUTIES  | 

100 

100 

100 

NOTES: 

(1)  Title  used  to  Identify  the  groups  whose  job  performance  forme  the  basis  for  this  report. 

(?)  CRPSUH  report  Identification  code. 

(3)  Identifies  this  as  a  duty  level  CRPSUH  report. 

(4)  Indicates  that  the  erceot  members  performing  option  hes  been  used. 

(5)  Identifies  the  three  groups  (DPC  01  •  Widget  Repairman  -  DPC  02  -  Senior  Widget  Repairman  - 
OPC  03  •  Widget  Repair  Supervisor)  for  which  data  Is  presented  In  this  report. 

(6)  Identifies  the  duty  area  cods.  CRPSUM  reports  are  slvsys  presented  In  the  order  In  which 
they  appear  in  the  quest loonslre . 

(7)  The  titles  used  to  Identify  each  duty  ares. 

(8)  The  percent  members  performing  option  hes  been  used. 


Figure  6-11.  Group  summary  report:  duty  position,  percent  performing  (duty) 


(1)  SUMMARY  OF  DUTY  POSITIONS  TOR  MOS  99X 

(3)  TASK  CROUP  SUMMARY 

(4)  PERCENT  MEMBERS  PERFORMING 

_ («) 

I  (6)  (7)  '  ““b^TS* - 5 


A  1  EVALUATE  SUBORDINATES  WORJC  PERFORMANCE 

A  2  INSTRUCT  PERSONNEL  IN  WIDGET  MAINTENANCE 

A  3  PUN  '/ORJC  SCHEDULES 

A  4  COORDINATE  MAINTENANCE  SCHEDULE  WITH  SUPPORTED  UNIT 

A  5  DIRECT  PERSONNEL  PERFORMING  WIDGET  MAINTENANCE 

8  1  HSI  WIDGETS 

B  2  TROl'LLESHOOT  WIDGETS 

S  3  REPAIR  WIDGETS 

B  4  INSTECT  REPAIRED  WIDCETS 

B  5  OVERHAUL  WIDCETS 

B  6  TEST  OPERATE  WIDCETS 

B  7  REVIEW/ INTERPRET  TECHNICAL  MANUALS 

B  8  CLF.AM  TOOLS 

B  9  CALIBRATE  TEST  EQUIPMENT 

B  10  CLEAN  WORE  AREA 

C  1  REQUISITION  REPAIR  PARTS 

C  2  PREPARE  MAINTENANCE  REOURST* 

C  3  MAINTAIN  TECHNICAL  PUBLICATIONS 

C  4  REQUISITION  MAINTENANCE  PUBLICATIONS 

C  5  PREPARE  EXCHANGE  TACS 


(2)  CPSUM6 


(5) 

DPC 

DPC 

DPC 

01 

02 

03 

17 

100* 

100 

17 

50 

100 

17 

100 

100 

0 

50 

100 

17 

100 

100 

100 

100 

50 

100 

100 

50 

100 

100 

0 

0 

50 

100 

0 

0 

50 

30 

50 

0 

83 

100 

100 

100 

100 

0 

33 

100 

100 

100 

100 

0 

83 

50 

0 

17 

5U 

50 

17 

100 

100 

0 

50 

100 

33 

50 

0 

NOTES: 

(1) 

(2) 

(3) 

(O 

(5) 

(6) 
(7) 

(fl) 

(9) 


Title  used  to  Identify  the  groups  whose  job  performance  forma  the  beele  foT  thle  report. 
CRPSUH  report  Identification  code. 

Identifies  thle  ee  e  task  level  CRF3UM  report. 

Indicate#  that  the  percent  members  performing  option  has  been  used. 

Identifies  the  three  sroupe  (DPC  01  •  Widget  Repairman  -  DPC  02  *  Senior  Widget  Repairman  - 
DPC  03  •  Widget  Repair  Suparvlaor)  for  which  data  la  presented  in  thle  report. 

Identifies  the  duty  area  code. 

Identifies  the  teek  number  within  the  duty. 

Deacrlbee  the  teek  being  performs: 

Identlfiee  the  percent  membera  performing  each  teek. 


Figure  6-12.  Group  suimery  report:  duty  position,  percent  performing  (tan) 


(l)  of  duty  positions  foe  mos  991 

O)  wm  UMOUP  61M1ARY 
(4)  PERCENT  TIME  SPENT 


(2)  CPSUM  7 


(6) 


DUTY 


A  PERFORM  SUPERVISOR*  DUTIES 

B  PERFORM  WIDGET  MAINTENANCE  DUTIES 

C  PERFORM  MAINTENANCE  ADMINISTRATIVE  DUTIES 


(7) 


(3) 

/ 

DPC 

DPC 

DPC 

01 

02 

03 

2.8 

25.0 

47.0 

83.8 

61.0 

34.0 

11.2 

14.0 

19.0 

(8) 


NOTES: 

(1) 


Tide  used  to  Identify  the  groups  vhoss  job  performance  forma  the  basis  for  this  report. 

(2)  GRP SUM  report  Identification  cods. 

(3)  Identifies  this  es  e  duty  level  GRPSUM  report. 

(4)  Indicates  that  percent  time  spent  option  was  used. 

(5)  Identifies  the  three  groups  (DPC  01  -  Widget  Repairman  -  DPC  02  -  Senior  Widget  Repairmen  - 
DPC  03  •  Widget  Repair  Supervisor)  for  which  data  Is  presented  In  this  report. 

(6)  Identifies  the  duty  ares  ooda .  CRPSUN  reporta  ere  always  presented  in  the  order  In  which 
they  appear  In  the  questionnaire . 

(7)  The  titles  used  to  identify  each  duty  area. 

(8)  Indicates  the  psrcsnt  time  spent  In  ssch  duty  srss  by  each  group. 

Figure  6-13.  Group  summary  report:  duty  position,  percent  time  spent  (duty) 


(2) 

GP6UM8 

(5) 

J 

D PC 

DPC 

DPC 

01 

02 

03 

0.3 

6.0 

5.0 

0.8 

2.0 

11.0 

0.7 

7.0 

7.0 

0.0 

1.0 

8.0 

1.0 

9.0 

13.0 

8.5 

6.0 

2.0 

10.5 

9.0 

1.0 

18.2 

10.0 

0.0 

0.0 

2.0 

9.0 

0.0 

0.0 

6.0 

4.7 

7.0 

0.0 

9.0 

11. 0 

11.0 

15.3 

6.0 

0.0 

2.0 

7.0 

5.0 

17.7 

3.0 

0.0 

6.7 

3.0 

0.0 

1.7 

4.0 

3.0 

1.7 

5.0 

9.0 

0.0 

1.0 

7.0 

1.3 

1.0 

C.O 

(1)  SUMMARY  OF  DUTY  POSITIONS  FOR  MOB  99X 

(3)  DUTY  CROUP  SUMMARY 

(4)  PERCENT  TIME  SPENT 


(6)  (7) 

1 
2 

3 

4 
3 
1 
2 

3 

4 
3 
6 

7 

8 

9 

10 
1 


NOTES: 

(1) 

(2) 

(3) 

(4) 
(3) 

(6) 

(7) 

(8) 
(9) 


EVALUATE  SUBORDINATES  WORE  PERFORMANCE 
INSTRUCT  PERSONNEL  IN  WIDCIT  MAINTENANCE 
PUN  VORX  SCHEDULES 

COORDINATE  MAINTENANCE  SCHEDULE  WITH  SUPPORTED  UNIT 
DIRECT  PERSONNEL  PERFORMING  WIDGET  MAINTENANCE 
TEST  WIDGETS 
TROUBLESHOOT  WIDGETS 
REPUR  WIDGETS 
INSPECT  REPAIRED  WIDCETS 
OVERHAUL  WIDCETS 
TEST  OPERATE  WIDCETS 
REVIEW/ INTERPRET  TECHNICAL  MANUALS 
CLEAN  TOOLS 

CALIBRATE ‘TEST  EQUIPMENT 
CLEAN  WORK  AREA 
REQUISITION  REPAIR  PARTS 
PREPARE  MAINTENANCE  REQUESTS 
MAINTAIN  TECHNICAL  PUBLICATIONS 
REQUISITION  MAINTENANCE  PUBLICATIONS 
PREPARE  EXCHANGE  TAGS 

Title  used  to  Identify  the  groups  whose  Job  performance  forms  the  basis  for  this  report. 
CRPSUM  report  Identification  code. 

Identifies  this  as  s  duty  level  GRP BUM  report. 

Indicates  that  psrcsnt  time  spent  option  was  used. 

Identifies  the  three  groups  (DPC  01  •  Widget  Repairman  -  DPC  02  -  Senior  Widget  Repelrmer 
DPC  03  -  Widget  Repair  Supervisor)  for  which  data  Is  presented  In  this  report. 

Identl flss  the  duty  eree  code.  CRPSUM  report*  ere  elweye  presented  in  the  order  In  which 
they  appear  In  the  questionnaire. 

Identifies  Che  teek  number  within  the  duty. 

Describee  the  teak  being  performed 

Identl flee  the  percent  time  spent  an  each  teek  by  each  group. 

Figure  6-14.  Group  summary  report:  duty  position,  percent  time  spent  (duty) 


\  (9) 


'  ) 


(1)  SlWHAK*  UP  3CM  HOS  JJW  KPKS  SKILL  LEVELS 

(3)  DITTY  CROUP  SlMtAAY 

(4)  PElfZMT  MMEES  PEkPORKIMC  4  PERCENT  TIM  SPENT 


(2)  CPSUH9 


(5) 


3CH 

EPMS 

EPMS 

EPMS 

3CH 

EPMS 

EPMS 

EPMS 

(6) 

DUTY 

M0S 

SU 

8L2 

6L3 

HOS 

SL1 

SL2 

SL3 

A 

PERFORM 

SUPERVISORY  DUTIES 

f  70 

30 

100 

100 

16.1 

2.8 

23.0 

*7.0^ 

t 

PERFORM  WIDGET  MAINTENANCE  DUTIES 

\  0) 

I8)i 

100 

100 

100 

100 

70.3 

83.8 

61.0 

Jt.o  <s; 

C 

PERFORM 

MAINTENANCE  ADMINISTRATIVE  DUTIES  1 

1  100 

100 

100 

100 

13.4 

11.3 

14.0 

D.oJ 

MOTES: 

(1)  Tid*  used  to  Identify  the  group*  whose  Job  performance  forma  the  bail*  for  this  report. 

(2)  CRPSUM  report  Identification  code. 

(3)  Identifier  thle  as  a  duty  level  CRPSUM  report. 

(<•)  Indicates  chat  percent  meabe  *  perforating  and  percent  time  epent  option  wee  weed. 

(b)  Identifier  the  three  group*  (OPC  01  •  Widget  Repairman  -  DPC  02  •  Senior  Widget  Repairman 
DPC  03  •  Widget  Repair  Supervleor)  for  which  data  le  preeented  In  thla  raport. 

(6)  Identlflee  the  duty  area  coda.  CRPSUM  taper tr  are  alueye  preeented  In  the  order  in  which 
they  appear  In  the  questionnaire . 

(2)  The  tltlee  uaed  to  Identify  each  duty  area. 

(8)  Identlflee  percent  meaberr  perforating  In  aach  duty  area  by  each  group. 

(9)  Idem  1  tie*  percent  tine  epent  in  arch  duty  area  by  each  group. 


Figure  6-15. 


Group  summary  report:  3  character  IJOS/GL. 
percent  performing  and  time  spent  (duty) 


(1)  SUFflARY  OF  3CH  MOS  4  EPMS  SKILL  LEVELS 
(])  1 ASK  CROUP  SUMMARY 

(4)  PERCENT  MEMBERS  PERFORMING  >■  PERCBNT  TIME  SPENT 


(8) _ _ _ loT 

-TSlf  *  MAS 


<»> 

(7) 

'  dV'tsT 

- 1 

HOS 

A 

1 

EVALUATE  JUJCRD! NATES  WORK  PERFORMANCE 

r 50 

A 

2 

INSTRUCT  PERSONNEL  IN  WIDCET  MAINTENANCE 

40 

A 

3 

PUN  WORK  SCHEDULES 

30 

A 

4 

COORDINATE  MAINTENANCE  SCHEDULE  WITH  SUPPORTED 

UNIT 

30 

A 

3 

DIRECT  PERSONAL  PERPORMINC  WIDGET  MAINTENANCE 

30 

a 

1 

TEST  WIDCETS 

90 

B 

2 

TROUbLESHOOT  WIDCETS 

90 

I 

3 

REPAIR  WIDCETS 

80 

B 

4 

INSPECT  REPAIRED  UIDCETS 

30 

6 

3 

OVERHAUL  WIDCETS 

10 

B 

6 

TEST  OPERATE  UIDCETS 

40 

B 

7 

REVIEW/ INTERPRET  TECHNICAL  MANUALS 

90 

B 

8 

CLEAN  TOOLS 

80 

B 

9 

CALIRRATETEST  EQUIPMENT 

60 

B 

10 

CLEAN  WORK  AREA 

80 

C 

1 

REQUISITION  REPAIR  PARTS 

60 

c 

2 

PREPARE  MAINTENANCE  REQUESTS 

30 

c 

3 

MAINTAIN  TECHNICAL  PUBLICATIONS 

50 

c 

4 

REQUISITION  MAINTENANCE  PUEUCATI0NS 

30 

c 

3 

PREPARE  EXCHANCE  TAGS 

NOTES : 


(2)  CPSUMIO 


(5) 


EPMS 

EPMS 

EPMS 

3CH 

EPH8 

EPMS 

EPMS 

SL1* 

8L2 

SL3 

HOS 

SL1 

SL2 

8L3 

17* 

100 

100 

3.8 

0.3 

6.0 

8.0 

17 

30 

100 

3.1 

0.8 

2.0 

11.0 

17 

100 

100 

3.2 

0.7 

7.0 

7.0 

0 

50 

100 

1.8 

0.0 

1.0 

6.0 

17 

100 

100 

5.0 

1.0 

9.0 

13.0 

100 

100 

30 

6,7 

8.5 

6.0 

2.0 

200 

100 

50 

8.3 

10.5 

9.0 

1.0 

100 

100 

0 

12.9 

18. 2 

10.0 

0.0 

0 

50 

100 

2.2 

0.0 

2.0 

9.0 

0 

0 

50 

1.2 

0.0 

0.0 

6.0 

30 

30 

0 

4.2 

4.7 

7.0 

0.0 

(10) 

83 

100 

100 

9.8 

9.0 

11.0 

11.0 

100 

100 

0 

10.4 

13.3 

6.0 

0.0  . 

33 

100 

100 

3.6 

2.0 

7.0 

5.0 

100 

100 

0 

11.2 

17.7 

3.0 

0.0 

83 

50 

0 

4.6 

6.7 

3.0 

0.0 

17 

30 

50 

2.4 

1.7 

4.0 

3.0 

| 

17 

100 

100 

3.8 

1.7 

5.0 

9.0 

0 

50 

100 

1.6 

0.0 

1.0 

7.0 

1 

33 

50 

0 

1.0 

1.3 

1.0 

0.0 

I 

(1)  Title  uaed  to  Identify  the  groupa  whose  job  performance  forma  the  bails  for  thla  raport 

(2)  CRPSUM  report  Identification  code. 

(3)  Identlflee  this  as  a  cask  level  CRPSUM  raport. 

(4)  Indicates  that  percent  members  performing  4  percent  time  spent  option  vat  used. 

(5)  Identifies  the  three  groupe  (DPC  01  -  Widget  Repairman  -  DPC  02  -  Senier  Widget  Repairman  -  DPC  03  - 
Widget  Repair  Supervleor)  for  which  dace  Is  presented  in  thla  report. 

(6)  Identifies  the  duty  area  code. 

(7)  Identifies  the  task  number  within  the  duty. 

(8)  Describee  the  task  being  performed. 

(9)  Identifies  percent  members  performing  each  teak  by  aach  group. 

(10)  Identifies  percent  time  spant  by  aach  group  for  aach  taek. 


Figure  6-16.  Group  summary  report:  3  character  MOS/SL: 

percent  performing  and  time  spent  (g p  summary) 


DimUNCE  BETWEEN  EFMS  SI  2  and  IVHS  SI. 3  CTDlfi 

II  2  MEMBERS  •  2  SRILL  i  rvil.  2 
SL  3  KIKbtRS  -  2  SK 1  It.  IIWL  3 


PtRiKNT  HLMBERS  P>  RFORK1NC - DlPEIRWCl, 

SL  2  KXNUf 

IL  J  ,, 

SL  1  HRi'ENT  MEMBERS  PERFORM! NO  . 

SL  PERiFKT  NUMBERS  PERFORMING  . 

p 

T8R 

TASk  TITLE 

I 

3 

REPAIR  Wlft.LT* 

100.00 

0.00 

100.00 

F 

8 

H  LAN  tool  < 

100.00 

0.00 

100.00 

1 

10 

Cl  LAN  WON).  ARt  A 

100.00 

0.00 

100.00 

H 

l 

iksr  vipii  .s 

100.00 

30.00 

30.00 

B 

2 

TFOUBI  PS HOOT  W I  PORTS 

100.00 

30.00 

•0.0ft 

h 

b 

TEST  0Fr.RAU  WIDCVTB 

30.00 

0.00 

30.  (X) 

( 

1 

RLWLlSl i ION  FI  PAIR  PARTS 

30.00 

0.00 

30.00 

l 

PS!  PARI  PJfCHANGF  TAOS 

30.00 

0.00 

30.00 

Tasks  onmn  whirl  m  absolute  bimRLNCE  in  <s«a  Nota 

11 

PERCENT  MIT  (SIRS  PERFORMING  18  LESS  THAN 

20.00 

A 

A 

COORDINATE  MAINTENANCE  SCNEDIU  WITH 

SUPPORTED  IHNI T 

30.00 

100.00 

-30.00 

1 

4 

1NSP1CT  REP  ATRIP  VIDCTTS 

30.00 

100.00 

-30.00 

C 

4 

RIQUHITION  MAINTENANCE  publications 

30.00 

100.00 

-30.00 

A 

2 

INS l'RV*CT  PERSONNEL  IN  WIDGET  MAINTENANCE 

30.00 

100.00 

-30.00 

I 

3 

OVERHAUL  Wl POETS 

0.00 

30.00 

-30.00 

NOTES: 

(I)  TMa  CRPPIF  r*|.oic  pitmcno  ebn  aa>wa  data  for  S12  and  SI  3  aa  tha  pravloua  mapU, 
oidarad  hi  Rh  it*  low  h  •  i»r  a  ..»»  t  ha  d:ff*r*n«ta  In  ta*L  parfotNianca.  howtvar,  thoaa 
Caaka  whara  tha  abaoluta  Jitiaranca  in  paicant  «a«hara  pctEorwlnt  la  laaa  than 
20.001  ara  omit  tad 

_ ^nur*  6-lfl  Croup  dl  fftrtiua  raport  •  M2/S13 


t>-29 


VARIABLE  NUMBER  - 

V008  -  SEX 

INTERVAL*  3CHM0S 

SLl  SL2 

SL3 

1 

10 

6 

2 

2 

2 

C 

0 

0 

C 

♦Interval  1  - 

male 

Interval  2  * 

female 

Fi qure 

6-19.  VARSUM  report  for 

3  character 

MOS 

VARIABLE  NUMBER 

-  V019  - 

PAY  GRADE 

AUTHORIZED 

INTERVAL** 

3CHMOS 

SLl 

SL2 

SL3 

1 

0 

0 

0 

0 

2 

0 

0 

0 

0 

3 

3 

3 

0 

0 

A 

3 

3 

0 

0 

5 

2 

0 

2 

0 

6 

0 

0 

•y 

7 

0 

0 

0 

0 

S 

0 

0 

0 

o 

9 

0 

0 

0 

0 

TOTAL  COUNTED 

10 

6 

2 

- 

OTHEF 

0 

0 

0 

0 

MEAN 

4.3000 

3.5000 

5.0000 

6.0000 

STD  DEVIATION 

1.1000 

.5000 

.0000 

.0000 

♦♦Intervals  are  self 

explanatory. 

Fiqure  6-20. 

VARSUM  report 

for  3  character  MOS 

6-3l 


Table  6-1.  Relative  time  spent 


for  MOS  99X  incumbents 


CASE  if 


5 

6 

7 

8 

9 

10 

4 

0 

0 

0 

5 

0 

2 
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5 

0 

3 
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0 

0 

3 

0 

0 

0 

0 

0 

5 

0 

4 

0 

0 

0 

6 

0 

2 

3 

2 

2 

2 

2 

5 

2 

4 

4 

0 

3 

4 

4 

7 

6 

0 

4 

0 

0 

0 

0 

5 

0 

0 

0 

0 

0 

0 

0 

7 

3 

0 

4 

0 

0 

4 

4 

2 

4 

6 

3 

1 

4 

4 

4 

0 

6 

5 

0 

1 

0 

3 

0 

2 

3 

4 

6 

0 

6 

3 

1 

0 

4 

0 

1 

0 

0 

0 

4 

3 

0 

3 

0 

0 

0 

5 

0 

0 

0 

0 

0 

9 

0 

1 

0 

1 

0 

0 

0 

50 

25 

25 

40 

50 

25 
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Tahle  6-2.  Individual  and  composite  task  level  job  descriptions 


CASE  # 

TASK  LEVEL 

MOS  99X  Job  Description 

X  of 
M«mbei  a 

Pe  rf  orml  ng 

Avk  t 

Tltiitf  Spent 
By  Member • 
f'e  i  f  ortr.l  lift 

Avg  V. 
Time  Speiv 

»y 

All  Membe 

TASK 

l 

2 

3 

4 

5 

6 

7 

8 

9 

10 

n 

6.00 

2.00 

4.00 

0.00 

8.00 

0.00 

0.00 

0.00 

10.00 

0.00 

50.00 

6.00 

3.00 

D 

12.00 

0.00 

0.00 

0.00 

<..00 

0.00 

0.00 

5.00 

10.00 

0.00 

40.00 

7.75 

3.10 

El 

8.00 

0.00 

8.00 

0.00 

6.00 

<..00 

0.00 

0.00 

6.00 

0.00 

50.00 

6.40 

3.20 

D 

6.00 

0.00 

2.00 

0.00 

0.00 

0.00 

0.00 

0.00 

10.00 

0.00 

30.00 

6.00 

1.80 

*5 

14.00 

6.00 

10.00 

0.00 

8.00 

0.00 

0.00 

O.Ou 

12.00 

0.00 

50.00 

10.00 

5.00 

HI 

0.00 

8.00 

8.00 

10.00 

4.00 

12.00 

8.00 

6.00 

4.00 

8.00 

90.00 

7.44 

6.70 

B2 

2.00 

12.00 

b.  00 

5.00 

10.00 

8.00 

16.00 

10.00 

0.00 

12.00 

90.00 

9.22 

8.30 

b\ 

0.00 

14.00 

12.00 

20.00 

8.00 

16.00 

2  8.00 

15.00 

0.00 

16.00 

80.00 

16.12 

12.90 

B4 

8.00 

0.00 

4.00 

0.00 

0.00 

0.00 

0.00 

0.00 

10.00 

0.00 

30.00 

7.33 

2.20 

B5 

12.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

O.Ou 

0.00 

0.00 

10.00 

12.00 

1 .20 

B6 

0.00 

6.00 

0.00 

0.00 

14.00 

12.00 

0.00 

10.00 

0.00 

0.00 

40.00 

10.50 

4.20 

B  7 

10.00 

8.00 

14.00 

0.00 

8.00 

16.00 

8.00 

10.00 

12.00 

12.00 

90.00 

10.89 

9.80 

Brt 

0.00 

6.00 

10.00 

20.00 

2.00 

16.00 

16.00 

10.00 

0.00 

24.00 

80.00 

13.00 

10.40 

B9 

4.00 

8.00 

4.00 

0.00 

10.00 

0.00 

4.00 

0.00 

6.00 

0.00 

60.00 

6.00 

3.60 

B10 

0.00 

4.00 

2.00 

35.00 

4.00 

12.00 

16.00 

1  5.00 

0.00 

24.00 

80.00 

14.00 

11.20 

Cl 

0.00 

12.00 

0.00 

10.00 

6.00 

4.00 

0.00 

10.00 

0.00 

4.00 

60.00 

7.67 

4.60 

C2 

o.oo 

0.00 

8.00 

0.00 

0.00 

0.00 

0.00 

10.00 

6.00 

0.00 

30.00 

8.00 

2.40 

CJ 

8.00 

10.00 

4.00 

0.00 

6.00 

0.00 

0.00 

o.oo 

10.00 

0.00 

50.00 

7.60 

3.80 

C4 

10.00 

0.00 

2. 00 

0.00 

0.00 

0.00 

0.00 

0.00 

4.00 

0.00 

30.00 

5.  '3 

1. 

05 

0.00 

4.00 

0.00 

o.oo 

2.00 

0.00 

..00 

0.00 

0.00 

0.00 

30.00 

3.33 

1 .. 

TOTAL 

100.00 

100.00 

100.00 

100.00 

100.00 

too.oo 

100.00 

100.00 

100.00 

100.00 

- 

-- 

100.00 

Table. 6-3.  Duty  Level  Job  Description  for  MOS  99X  Incumbents 


Avg  X 

Avg  X 

Z  of 

Time  Spent 

Time  Spent 

Members 

Bv  Members 

Bv 

Performing 

Performing 

All  Membe i 

PERFORM 

SUPERVISORY  DUTIES 

70.00 

23.00 

16.00 

PERFORM 

WIDCET  MAINTENANCE  DUTIES 

100.00 

70.50 

70.50 

PERFORM  MAINTENANCE  ADMINISTRATIVE  DUTIES 


100.00 


13.40 


13.40 


Table  6-4  Individual  and  vnposite  >b  Description 


for 

Aut  boil  zed  viiaden  i 

t  Iii  ough 

\L  rtiS 

sWill  Level 

i) 

TASK 

„ _ 

-  - 

CASE 

6 

f 

8 

1 

10 

E  1  -  E4 

X  ot 

t»  i  ft  » 

I'l!  M"i,  X. 

'*«>  •  lz 

"a  VK  « 

Tine  S|>ent 

Bn  M«mbt  t  > 

1  1  i»n 

Avg  X 
Time  Spent 
By 

*.  M .  »  « 

Al 

2.00 

0.0*.) 

0.00 

0.00 

0.00 

0.00 

16.67 

2 .  M) 

0. 1 1 

A2 

.00 

0.00 

0.00 

0.00 

3.00 

0.00 

16.67 

5.00 

0. 8  * 

A3 

0.00 

0.00 

*4.00 

0.  V* 

0.00 

0.00  1 

16.67 

4.00 

0.67 

A-  j 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00  j 

0.00 

0.00 

0.00 

A5 

6.00 

0.00 

0.00 

0.00 

0.00 

0.00 

16.67 

6.00 

1  .Oil 

B 1 

8.00 

10.00 

12.00 

8.00 

3.00 

».oo  ; 

100.00 

8.50 

8.50 

a: 

12.00 

'.00 

8.00 

16.00 

10.00 

12.00 

100.00 

10.50 

10.50 

B1 

U.00 

20.00 

16.00 

2  8.00 

13.00 

16.00 

100.00 

18.17 

18.  1  7 

84 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

85 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

8b 

6.00 

0.00 

12.00 

0.00 

10.00 

0.00 

50.00 

V.31 

4.67 

87 

8.00 

0.00 

16.00 

8.00 

10.00 

12.00 

83.33 

10.80 

9.00 

88 

6.00 

20.00 

16.00 

16.00 

10.00 

24.00 

100.00 

13.31 

15.  31 

B9 

8.00 

0.00 

0.00 

4.00 

0.00 

0.00 

33.33 

6.00 

2.il0 

BIO 

4.00 

J5.00 

12.00 

18.00 

16.00 

2  00 

100.00 

17.6’ 

17.67 

01 

12.00 

10.00 

4.00 

0.00 

10.  00 

4.00 

83.33 

8.00 

6.67 

C2 

0.00 

0.00 

0.00 

0.00 

10.00 

0.00 

16.67 

10.00 

1.67 

C3 

10.00 

0.00 

0.00 

0.00 

0.00 

0.00 

lb.  67 

10.00 

1.67 

04 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

C5 

4.00 

..frog 

0.00 

-.00 

0.00 

0.00 

11.33 

4.00 

1 .  )1 

it 

100.00 

100.00 

100.00 

100.00 

100.00 

100.00 

.. 

100.01 

Table  6-5  Duty  Level  Job  description  for  MOS  99X 
Authorized  Grades  3  -  *♦  (EFMS  Skill  Level  13 


PERFORM  SUPERVISORY  DUTIES 

PERFORM  tflOGFT  MAINTENANCE  DUTIES 

PE RFORM  MAINTENANCE  A DM1  tfl  STRATIVE  DUTIES 


X  of 
Member* 
Perf  oiml  ok 

50.00 

y  X).CM) 
\00.00 


Av*  X 
Time  Spent 
Rv  Members 
P  e  1 t  o  nr  i 

5.67 

ao.ai 

11*33 


Av%  X 
Tinie  Spent 
By 

All  Mwibets 

2.83 

85.83 

11.33 
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KEY  POINTS 


CHAPTER  6 
SURVEYS 

Paragraph 

6-1  General 

a.  Final  (complete)  task  inventory  necessary  to  obtain 
valid  feedback  for  AOSP  and  field  surveys 

b.  Surveys  useful  for: 

o  Input  for  critical  task  analysis 
o  Specific  input  for  task  analysis 
o  Varied  occupational  data 
o  Equipment  useage  data 
o  Training  effecti vensss  data 
o  Miscellaneous  data 

c.  AOSP: 

o  Conducted  by  MILPERCEN 
o  TRADOC  HQ  POC  is  TDI 

o  Priorities  for  conduct  of  AOSP  established  by  need 
of  school  in  coordination  with  TDI  and  MILPERCEN 
o  Requires  considerable  turnaround  time  from  inception 
to  completion 

o  Substitutions  can  be  made  to  schedule  in  coordination 
with  TDI  and  MILPERCEN 

o  Results  could  indicate  in  recommendation  to  MILPERCEN 
for  change  in  MOS  (re:  AR  611-1) 

d.  Field  surveys: 

o  Responsibility  of  proponent  school 
o  Inter-command  surveys  must  be  reviewed  and  approved 
by  MILPERCEN 

o  Results  of  survey  are  only  as  good  as  the  questions/ 
approach  in  a  survey 

o  Implementation  can  be  by  mail  or  interview  (individual, 
small  and  large  groups)  depending  upon  the  nature  of 
the  survey 
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AOSP. 


a.  Conducted  by  MILPERCEN 

b.  Questionnaire  design: 

o  Background  information  section 
o  Task  section 
o  Equipment  section 
o  Special  requirements  section 
o  Job  satisfaction  section 
o  Personnel  comment  pages 

c.  Questionnaire  development 

o  TRADOC  service  school  proponent  responsible  for  task 
i nventory 

o  Sequencing  shown  in  Figure  6-1 

d.  Questionnaire  administration  and  data  reduction 
o  Mailed  surveys 

o  Administered  by  AOSP  project  officer 
o  Process  at  Figure  6-2 

e.  AOSP  reports 

o  Formerly  Military  Occupational  Data  Bank  (MODB) 
o  Comprehensive  Occupational  Data  Analysis  Program 
(CODAP)  used  to  collect  data  for  AOSP 

f.  CODAP  analysis  system 

o  Used  to  provide  occupational  data  for  job  related 
management  problems 

o  Limited  useage  for  training  effectiveness  feedback, 
relative  time  spent  data  only  information  available 
(Tabl es  6-1  ,  6-2 ,  6-3) 

g.  Selected  CODAP  program  description,  explanations  and 
examples 

o  Job  special  program  (Table  6-4,  6-5) 
o  3  character  MOS  report 

o  Duty  job  description  (Figure  6-3) 
o  Task  job  description  (Figure  6-4) 
o  Authorized  pay  grades 

o  Duty  job  description  (Figure  6-5) 
o  Task  job  description  (Figure  6-6) 
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o  Group  summary 

o  Summary  of  3  character  MOS/SL  performing 
(task  gp)  (Fig  6-7} 

o  Summary  of  3  character  MOS/SL  %  performing  (duty  gp) 
(Fig  6-8) 

o  Summary  of  3  character  MOS/SL  %  time  spent  (duty) 
(Fig  6-9) 

o  Summary  of  3  character  MOS/SL  '  time  spent  (task) 
(Fig  6-10) 

o  Summary  of  duty  position:  %  performing  (duty) 

(Fig  6-11) 

o  Summary  of  duty  position:  %  performing  (task) 

(Fig  6-12) 

o  Summary  of  duty  position:  X  time  spent  (duty) 

(Fig  6-13) 

o  Summary  of  duty  position:  %  time  spent  (duty) 

(Fig  6-14) 

o  Summary  of  3  character  MOS/SL:  %  member  performing 
and  %  time  spent  (duty)  (Fig  6-15) 

o  Summary  of  3  character  MOS/SL:  %  member  performing 
and  %  time  spent  (gp  summary)  (Fig  6-16) 

o  Group  difference 

o  Difference  between  SL1/SL2  (Fig  6-17) 

o  Difference  between  SL2/SL3  (Fig  6-18) 

o  Variable  summary  (Fig  6-19,  6-20) 
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6-3 


Field  survey  . 


a.  Demographic  item  guideline,. 

o  Each  demographic  collected  should  have  potential 
useful  ness . 

o  There  should  be  a  demographic  hoice  for  every 
respondent.  Leave  no  gaps  at  the  bottom,  in  the 
middle,  or  at  the  top. 

o  Each  demograpnic  question  should  have  closed-ended 
responses . 

o  Divide  up  the  demographic  range  so  as  to  best  utilize 
the  number  of  choices  on  the  answer  rheet  (if  this 
number  is  fixed).  Do  not  make  the  range  too  large 
or  too  smal 1 . 

o  Two  different  demographics  can  occasionally  be 
combined  into  one  question  if  they  are  mutually 
exclusive  and  you  are  short  of  space. 

o  In  choices,  or  questions,  the  "less  careful"  person's 
response  should  precede  the  "more  careful"  person's 
response . 

b.  Heed  guidel  ir.es. 

o  The  information  should  not  already  be  available 
e.g. ,  a  tat  '  :  . ) . 

o  Each  question  should  have  an  identifiable  purpose. 

c.  Question  guidelines  (general). 

0  Try  to  limit  each  question  to  a  single  purpose. 

o  The  question  should  be  a  valid  measure  of  what  you 
intend  it  to  measure. 

o  The  question  should  be  general  enough  to  apply  to 
most  current  and  future  respondents  (usually). 

o  Phrase  each  question  in  a  neutral  manner.  Avoid 
value  judgments . 

o  Avoid  double  negatives  (special  caution  needed  when 
responses  are  scalar) . 

o  Avoid  negative  subject  matter,  unless  it  has  a 
definite  purpose. 

o  Use  up-to-date  concepts.  Know  what  you  are  talking 
about . 

o  Be  correct  as  far  as  terminology,  grammer  and  spelling 
are  concerned.  But  do  not  be  too  pedanticl 
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d.  Gordin1]  guidelines  (for  questions  and  response  choices). 

o  Keep  the  language  simple, 
o  Keep  the  questions  concise, 
o  Do  not  use  specialized  terminology, 
o  Avoid  ambiguity. 

o  Avoid  redundancy  and  superfluous  words. 

e.  Answer  choice  guidelines. 

Each  choice  must  be  clear  as  to  what  it  means, 
o  Choices  must  be  mutually  exclusive  of  each  other, 
o  Each  person  must  be  provided  a  choice  among  the 
answers . 

o  EacK  person  should  not  be  able  to  find  more  than  one 
choice  which  is  appropriate  to  himself, 
o  Limit  the  number  of  choices  to  the  number  on  the 
scan  answer  sheet.  (There  is  one  exception.) 
o  Avoid  having  many  choices  to  one  question,  even  if 
hand  scoring  permits  an  unlimited  number  of  response 
choices . 

o  Avoid  leaving  "unused"  responses  when  using  a  scan 
answer  sheet. 

f.  Sequencing  guidelines. 

o  Go  from  general  subject  matter  to  more  specific  subject 
matter  (usually). 

o  Separate  similar-looking  questions  from  each  other, 
o  Separate  statements  when  one  might  cause  an  emotional 
response  to  the  next  one(s). 
o  Group  all  demographics  together  (for  ease  of 
processing  and  sorting). 

o  Try  to  avoid  contingency  questions  requiring  that  one 
or  more  questions  be  skipped, 
o  Start  the  questionnaire  with  an  interesting  set  of 
questions . 

Officer  J&TA  Survey  Procedures 

a.  Done  by  MIIPERCEN. 

b.  Task  inventories  will  be  sent  to  integrating  centers. 

c.  Classified  tasks  will  not  be  included. 

d.  Pilot  Program  (W1  thru  03)  will  be  conducted  before 
large  scale  operators. 


Phased  survey  will  follow  pilot  survey. 


MILPERCEN  will  analyze  data  using  CODAP  software 
system. 


CHAPTER  7 


SELECT  IASKS  FOR  TRAINING 


7-1.  Purpose.  Once  the  analyst  has  compiled  a  task  inventory  that 
describes  the  specialty,  that  information  then  is  used  in  the  task 
selection  process.  Realizing  any  MOS  is  composed  of  several  hundred 
tasks,  it  p.  inappropriate  to  even  consider  training  all  of  these  tasks. 
The  Army  can  not  formally  train  the  individual  soldier  on  all  of  the 
tasks  required  for  job  proficiency.  Even  if  the  resources  were  availa¬ 
ble,  it  would  not  be  a  cost  efficient  strategy  considering  the  present 
percentages  of  retention  and  career  progression. 

7  background. 

a.  The  process  of  selecting  tasks  for  training  is  a  difficult  and 
complex  activity.  It  is  not  a  pure  science  which  can  be  refined  and 
quantified  in  terms  of  so  many  formulas.  If  the  process  were  to  be 
graph nally  portrayed  it  might  look  like  figure  7-1.  In  terms  of  the 
total  task  inventory  for  a  given  MOS,  the  total  number  of  tasks  com- 
posing  an  MOS  is  viewed  as  the  largest  circle  labeled  Circle  "A".  The 
smaller  Circle  "b,"  are  all  of  the  tasks  selected  for  training  within 
that  MOS.  All  tasks  within  Circle  "B,"  I  asks  Selected  for  Training," 
will  be  trained  formally  either  in  the  institution  or  the  unit.  These 
tasks  form  the  basis  for:  Soldier's  Manuals,  Commander's  Manuals,  Job 
books,  SQT ,  and  are  the  primary  focus  of  the  training  effort  for  a  given 
specialty.  Recognizing  the  variety  of  specialties  within  the  Army 
(combat,  combat  support  and  combat  service  support)  the  "correct"  ratio 
of  Circle  "A"  to  "B"  does  not  exist.  Each  school  must  determine  by 
specialty,  what  is  the  appropriate  number  of  tasks  to  be  trained. 


ncuRt  ft  TOTAL  TASKS  IN  MOS 


ti.  The  Army  presently  has  approximately  34b  different  enlisted  MOS 
with  b  different  skill  levels.  Specifying  the  precise  criteria  to  be 
used  by  each  proponent  agency  in  selecting  tasks  to  be  trained  is  not 
possible.  Deciding  what  tasks  to  train  for  each  specialty  is  a  manage¬ 
ment  decision,  that  can  only  be  made  on  a  decentralized  basis.  The 
training  manager  at  the  service  school  can  obtain  information  to  assist 
in  tins  decision.  There  are  several  task  selection  models  available. 

c.  there  is  no  liX)  percent  correct  way  of  selecting  tasks  for 
training,  lhis  step  of  instructional  design  is  a  management  area, 
where  informed  decisions  are  based  on  the  best  data  available  to  the 
training  manager.  In  the  following  paragraphs  are  methods  that  have 
been  used,  have  merit  and,  depending  on  the  specific  specialty  analyzed, 
may  apply  separately  or  in  combination  to  task  selection. 

7-3.  8  factor  model.  The  factors  described  in  IRAOOC  I’am  35030  provide 

a  substantial  basis  for  decision  making:  Percent  performing,  percent 
time  spent  performing,  consequences  of  inadequate  performance,  task 
delay  tolerance,  frequency  of  performance,  task  learning  difficulty, 
probability  of  deficient  performance,  and  immediacy  of  performance.  The 
information  contained  in  these  eight  factors  can  be  obtained  directly 
from  actual  job  incumbents  or  from  questionnaires  distributed  in  the 
form  of  a  survey  by  the  Army  Occupational  Survey  Program  of  M11.PLRCFN 
supplemented  by  field  surveys  (fig  7-').  Several  of  these  factors  are 
important  during  the  design  stage,  and  should  be  collected  even  it  other 
task  selection  models  are  used.  For  a  detailed  description  of  each  of 
these  factors  and  how  the  model  works  see  appendix  A. 
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7-4.  4_  factor  model.  Four  of  the  eight  factors:  task  delay  tolerance, 

task  learning  difficulty,  consequences  of  inadequate  performance,  and 
percent  performing  may  more  accurately  define  the  tasks  that  should  be 
trained  (fig  7-3).  The  problem  is,  combining  these  criteria  to  priori¬ 
tize  the  tasks  selected  for  training.  Formulating  specific  values  that 
would  weigh  each  factor  is  arbitrary.  Accordingly,  the  4-factor  model, 
though  relevant  to  the  task  selection  process,  has  not  been  completely 
accepted  as  the  selection  methodology.  For  this  methodology  see  appen¬ 
dix  A  also. 
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Task  Title 

1. 

Apply  first  aid  for  2d  degree  burns 

33 

6 

6 

6 

I?. 

Recognize  N3C  hazzard  markers 

96 

4 

7 

7 

3. 

Perform  the  duties  of  a  sentry  of 

the  guard. 

24 

3 

5 

2 

4. 

Perform  before  operation  mainte- 

nance  on  a  10KW  generator. 

07 

2 

6 

4 

5. 

Defuse  a  "dead"  500  lb  bomb 

17 

2 

7 

6 

6. 

Disassemble/assemble  the  .45  caliber 

pistol 

39 

1 

6 

4 

7. 

Troubleshoot  an  integrated  circuit 

board 

44 

5 

5 

3 

3. 

Install  field  telephone  TA  312/ 

61 

4 

3 

2 

Figure  7-3.  4  factor  model. 
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7-5.  Training  emphasis  scale.  Recently  research  has  been  conducted 
into  a  procedure  that  would  incorporate  several  factors  into  a  simple 
one-factor  rating  scale.  This  scale  requires  the  supervisor  to  estimate 
whether  a  task  requires  training.  The  supervisor  when  determining 
whether  a  task  requires  training,  actually  may  combine  various  factors 
such  as  task  delay  tolerance,  task  learning  difficulty,  consequences  of 
inadequate  performance,  etc.,  and  formulate  a  single  answer  that  corre¬ 
lates  well  with  rankings  developed  by  using  the  4-factor  methodology. 
This  single  rating  scale  has  been  well  received  and  is  relatively  easy 
to  use.  The  supervisor's  determination  is  based  upon  his  evaluation  of 
the  task  importance  as  to  whether  the  task  should  be  trained  somewhere 
as  part  of  the  MOS  (fig  7-4).  This  training  emphasis  scale  produces  a 
rank  ordering  of  the  tasks  based  upon  the  prioritization  derived  from 
the  supervisor's  ratings.  This  program  will  soon  be  available  from  the 
Army  Occupational  Survey  Program  and  does  not  require  a  large  survey 
sample.  A  prerequisite  for  this  survey  is  a  valid/current  task  inven¬ 
tory  currently  stored  in  AOSP  data  bank.  These  inventories  are  the 
basis  of  both  COOAP  and  training  emphasis  surveys. 


Check  (u  )  and  rate  each  task  for  which  you  recommend  TRAINING  fitphasis 

formal  training  (either  school  or  OJT)  A1  ‘  ° 

— - Very  Low 

r* - LOW 

-  Less  Chan  moderaf 

-  Moderate 

p-  More  than  moderat 
j - High 

|  [“Very  High 


{/)  1  2  3  4  5  6  7 


1.  Act  as  training  advisor  at  staff  level 

y 

3 

2.  Assign  personnel  to  details 

3.  Assign  personnel  to  duty  positions 

/ 

— 

0 

4.  Assign  sponsors  for  newly  assigned  personnel 

5.  Determine  requirements  for  space,  personnel, 
equipment,  or  supplies 

\ 

6  Determine  work  priorities 

✓ 

7.  Develop  organi national  charts 

_ _ 

— 1 

8.  Oevelop  or  Improve  work  methods  or  procedures 

/ 

V 

9.  Draft  budget  or  financial  requirements 

/ 

V 

10.  Draft  work  order  requests 

3 

Figure  7-4.  Training  emphasis  model  . 
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■  .  omprehensive  Occupational  Data  Analysis  Program  (CODAPJ .  Tra¬ 
ditionally,  the  Army  Occupational  Survey  Program  has  produced  a  rank 
rdering  ot  tasks  depending  upon  the  prioritization  scheme  established 
:  y  the  Comprehensive  Occupational  Data  Analysis  Program  (CODAP).  This 
DAi  data  prepared  by  the  rank  order  of  tasks  is  based  upon  percent  of 
oldiers  performing  the  task,  and  the  relative  time  spent  scale.  This 
data  indicates  the  tasks  that  require  an  extensive  amount  of  time  on  the 
job  in  terms  of  actual  performance.  Some  tasks  not  performed  on  the 
job,  fall  at  the  bottom  of  the  ranking  in  terms  of  percent  performing, 
yet  are  true  combat  tasks  and  would  be  performed  in  a  wartime  environ¬ 
ment.  Not  all  jobs  require  the  same  tasks  to  be  performed  even  though 
they  are  within  the  same  MOS  (e.g.,  MOS  63G  Fuel  and  Electrical  Systems 
Repairman).  Although  this  MOS,  as  described  in  AR  611-201,  requires  the 
incumbent  to  perform  duties  on  both  fype  systems  in  peacetime/garri son 
activities  ,  the  incumbent  may  concentrate  in  one  area  on  the  job  and 
concentrate  in  one  sub-specialty,  i.e.,  clean  carbureter,  replace 
armature,  etc.).  For  these  reasons,  percent  performing  as  a  criteria 
for  task  selection  must  be  employed  with  caution  in  that  it  does  not 
accommodate  combat  tasks,  nor  address  other  relevant  factors. 

7-7.  DIF  MODEL 

a.  Another  strategy  for  selecting  tasks  for  training  is  a  scheme 
proposed  by  the  Bri t i sh* cal  led  the  DIF  (Difficulty,  Importance,  Fre¬ 
quency)  Analysis.  This  methodology  is  a  simple  approach  to  a  complex 
problem,  in  that  it  integrates  several  different  criteria  during  the 
task  selection  process  separately.  The  supervisor  and  incumbent  are 
asked  three  distinct  questions  concerning  each  task.  They  are  asked  to 
determine  the  difficulty  of  the  task  in  terms  of  learning  and  perform¬ 
ing,  then  asked  to  coiuiient  on  the  importance  of  the  task,  and  finally  on 
the  frequency  of  the  task. 

b.  In  determining  the  "difficulty"  of  the  task,  these  responses 
encompass  both  task  learning  difficulty  and  probability  of  deficient 
performance.  For  the  decision  on  "importance"  the  respondents  conscious 
or  unconscious  responses  may  well  include  factors  such  as:  the  con¬ 
sequences  of  inadequate  performance,  the  task  delay  tolerance,  percent 
performing,  and  time  spent  performing.  When  determining  the  "frequency," 
consideration  would  include  both  the  frequency  data  and  the  time  between 
job  entry  and  task  performance. 

c.  This  approach  to  task  selection,  implies  that  by  asking  the 
supervisor  and  the  incumbent  three  simple  questions,  that  their  answer 
will  facilitate  the  task  selection  process.  This  approach  has  merit 
because  of  its  simplicity  yet  degree  of  precision  it  may  achieve.  The 
survey  would  be  conducted  by  the  service  school  (field  surveys)  and 
requires  a  relatively  small  sample  (40  incumbents  and  40  supervisors).  A 
graphic  portrayal  of  this  sequence  is  described  in  figure  7-5. 


*Army  School  of  Instructional  Technology,  Royal  Army  education  Corps, 
Pamphlet  No.  2,  "Job  Analysis  for  Training.'’  Army  Code  No.  70670 
(Pam  2).  _  _ 
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Figure  7-5.  DIF  model 


Train  -  Trainee  must  be  able  to  demonstrate  proficiency  in  performing 
tabk  at  speed  required  on  the  job. 

Overtrain  -  Trainee  must  be  trained  to  a  high  standard  of  retention 
Accomplished  by  reinforcement  training. 

No  Training  -  Forma  Mra  ini  ng  not  required.  Skills  can  be  acquired  on 


d.  After  going  through  this  branching  process  it  can  be  seen  that 
at  one  end  of  the  scale  are  difficult,  important  and  frequently  per¬ 
formed  tasks  while  at  the  other  end  is  the  easy,  unimportant  and  in¬ 
frequently  performed  tasks.  Each  of  these  instances  has  a  different 
rationale  for  whether  to  train  the  tasks.  The  sophistication  and 
sensitivity  of  this  technique  can  be  increased  by  incorporating  degrees 
of  importance,  difficulty,  and  frequency,  and  by  using  more  detailed 
levels  of  training,  figure  7-6. 
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Figure  7-6.  DIF  MODEL 


Examples  of  a  type  format  style  useful  in  collecting  data  for  the  DIF 
model  are  shown  in  figure  7-7.  Format  should  be  created  by  each  proponent 
school  to  meet  specific  needs  if  this  model  is  used  to  collect  training 
data.  It  should  be  noted  that  any  data  collection  instrument  should  be 
chosen  for  the  needs  of  the  school.  DIF  may  or  may  not  meet  that  need. 
Consideration  should  be  given  to  develop  combinations  of  collection 
instruments  to  insure  all  "needs"  are  met. 
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Notes:  }  Total  number  of  incumbents  and  supervisors  must  be 
designated  by  proponent  school. 

2  If  possible  determine  what  was  difficult: 

Learning?  Performance? 

Z  This  scale  must  be  determined  by  proponent  school. 
A  notional  category  could  be: 

a.  Very  Frequent  -  Nearly  every  project. 

b.  Moderate  Frequency  -  +  1  x  per  week. 

c.  Infrequent  -  +  1  x  per  month. 


7-8.  Wartime/ peacetime  model.  The  last  model  to  be  discussed  resolves 
some  of  the  inadequacies  of  the  other  models  in  terms  of  isolating  the 
tasks  performed  in  combat.  This  model  simply  proposes  that  a  training 
manager  must  know  what  tasks  are  performed  in  combat,  since  many  of 
these  tasks  will  never  be  performed  in  peacetime.  An  example  of  this 
peacetime/wartime  distinction  is  found  in  the  Special  Forces  medic 
specialty.  In  combat,  the  medic  is  authorized  to  perform  surgery,  even 
amputations.  While  in  peacetime,  this  medic  is  not  authorized  to  perform 
such  tasks.  This  example  can  be  contrasted  with  the  Signal  specialties, 
where  the  peacetime  and  wartime  tasks  are  very  similar.  This  grouping 
of  wartime  and  peacetime  tasks  would  be  prepared  by  a  group  of  senior 
officers  and  NCO  familiar  with  the  specialty,  combat,  and  the  potential 
threat  of  the  future.  This  group  would  take  the  task  inventory  for  the 
specialty  and  group  all  tasks  into  one  of  three  categories:  performed 
in  wartime  only,  peacetime/wartime,  peacetime  only.  Once  this  is 
accomplished,  the  training  manager  can  be  provided  a  perspective  on  the 
task  list  not  available  by  any  of  the  previously  described  models. 

7-9.  Procedure. 

a.  Selecting  tasks  for  training  is  probably  the  most  important 
management  decision  early  in  the  design  of  training.  The  tasks  selected 
for  .raining  provide  the  specialty  base,  drive  the  production  of  train¬ 
ing,  the  preparation  of  extension  training  materials,  writing  of  Soldier's 
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Manuals,  SQT,  and  are  the  basis  of  the  specialization  within  each 
specialty.  If  all  tasks  cannot  be  trained,  then  the  tasks  that  are 
trained  must  be  the  right  ones  in  terms  of  job  proficiency,  transfer- 
ability,  and  combat  criticality. 

b.  Each  of  these  models  requires  a  different  amount  of  analysis 
effort  and  time.  If  an  approved  task  inventory  was  used  by  AOSP  in  the 
surveying  of  the  MOS,  then  the  CODAP  data  is  readily  available.  If  this 
data  does  not  exist,  or  if  the  task  inventory  was  not  screened  and 
coordinated  with  the  school  by  the  analyst  from  MILPERCEN,  then  the  rank 
ordering  of  tasks  by  CODAP  should  be  viewed  as  being  a  minimum  of  one 
year  away  from  the  date  of  request. 

c.  The  training  emphasis  scale  utilizes  the  inventory  and  computer 
capabilities  of  AOSP.  If  the  MILPERCEN  approved  task  inventory  is  in  a 
CODAP  format,  then  training  emphasis  data  can  be  collected,  compiled, 
and  analyzed  within  80  to  90  days  after  the  request.  If  not  in  this 
format,  then  rank  ordering  capabilities  are  probably  one  year  away. 

d.  The  DIF  analysis  can  be  conducted  in-house  and  can  be  responsive 
to  the  system.  The  questionnaire,  distribution,  and  data  management  are 
within  the  capabilities  of  the  TRADOC  service  schools  (NOTE:  Visits/ 
surveys  to  F0RSC0M,  USAREUR,  and  Eighth  Army  must  be  programmed  to  avoid 
disruption  in  the  visited  units  and  to  obtain  area  clearance).  Note 
that  this  document  is  not  advocating  the  use  of  the  DIF  methodology  over 
CODAP,  or  training  emphasis,  rather,  it  is  essential  that  the  training 
manager  must  recognize  the  real  world,  nonnegotiabl e  time  constraints  of 
analysis,  and  plan  accordingly. 

e.  There  are  varying  approaches  that  can  be  taken  in  selecting  the 
tasks  to  be  trained.  Each  of  the  methods  described  has  certain  ad¬ 
vantages  and  limitations:  ease  of  use,  acceptability  by  field,  com¬ 
prehensiveness,  timeliness,  etc.  (Table  7-1).  Together,  these  models 
provide  the  Task  Selection  Board  a  variety  of  empirical  data  to  facili¬ 
tate  the  task  selection  process. 

f.  Selecting  tasks  will  not  be  easy.  Even  with  the  right  infor¬ 
mation  it  is  still  a  complex  process.  The  Task  Selection  Board  can  make 
an  informed  decision  on  a  task-by-task  basis.  The  best  task  selection 
process  for  any  given  specialty  must  be  decided  by  the  specific  service 
school  staff.  What  is  an  appropriate  procedure  for  selecting  tasks  in  a 
maintenance  career  field,  may  not  be  acceptable  to  the  infantry,  armor, 
or  military  police.  The  following  strategy  is  suggested  for  consider¬ 
ation,  realizing  the  unique  application  required  within  the  combat, 
combat  support,  and  combat  service  support  areas. 


Table  7-1.  Task  selection  models 


MODE  l 

ADVANTAGES 

disadvantages 

MAJOR  ATTRIBUTES 

8  id  tor 

Very 

Comp  re  hens  i  ve 

Data  Collection  -  Di fficult 

Data  Analysis  -  Difficult 
Weighting  of  Factors  -  Awkward 
Time  consuming 

extensive  data  collection 
data  useful  in  design 

U  1 

1 

4  Factor 

Fai rl y 

Comprehensi ve 

Data  Collection  -  Difficult 

Data  Analysis  *  Difficult 
Weighting  of  Factors  -  Awkward 
Time  consuming 

More  manageable  than  8- 
factor  model 

1 

Training 

Emphasis 

Scale 

I  factor  rat ing  scale  , 
combines  several  fac¬ 
tors,  high  correlation 
with  4- factor  model, 
well  received  by  the 
field,  administered 
to  supervisors ,  smal 1 
sample  (40) 

Data  Not  Collected  from 

Incumbents 

Single  factor 

ease  of  administration 

simple  rank  ordering 

CODAP 

(time  spent) 

Rank  orders  tasks  on 
*  time  performing, 
conducted  by  AOSP, 
large  sample  -  surveys 
MOS 

additional  data 
avai 1 abl e 

Prioritizes  tasks  on  one 
factor  (percent  performing) 

Surveys  MOS  (whole  Amy) 
simple  rank  ordering 

to 

DIF 

3  st  rai  ght  forward 
factors 

ease  of  admini stration 
sma 1 1  sampl e  (40 ) 
acceptable 
analysis  of  data  - 
simple 

utilizes  input  from 
supervisors  & 
l ncumbents 

degree  of  complexity  - 
adjus  tabl e 

Crude  instrument  with 

Gross  Task  Selection 
Recommendation 

Simple  rank  ordering  (by 
category ) 

Little  time  required 

I.j 

Wart  i  m oj 
Peace t i me 

Isolates  combat  and 
peacetime  tasks 

Data  easi  ly  obtained 

Ignores  other  relevant  job 
analysis  data 

Keys  on  combat  tasks 

g.  Once  this  list  of  tasks  has  been  compiled  using  these  three 
models,  then  it  is  compared  against  the  list  of  tasks  performed  in 
wartime,  and  peacetime/wartime.  This  comparison  will  highlight  whether 
the  emphasis  of  the  task  selection  process  is  towards  training  the 
soldier  for  his  wartime  tasks,  or  for  something  else.  This  additional 
comparison  insures  that  the  tasks  selected  for  training  have  a  direct 
correlatio  ■  with  the  tasks  performed  in  wartime.  A  flowchart  depiction 
of  this  process  is  described  in  fig  7-8. 

h.  There  are  no  hard  and  fast  rules  that  indicate  the  "best" 
task  selection  methodology  for  selecting  or  rejecting  a  task.  The 
methodology  described  above  is  one  approach  but  certainly  not  the  only 
approach.  Each  school  must  determine  its  best  methodology  for  a 
given  specialty,  acknowledging  that  the  methodologies  may  differ 
between  specialties.  Schools  should  anticipate  changes  to  the 
"critical  task  list"  even  after  publication,  because  the  Directors 

of  Evaluation  and  the  MACOM  will  identify  equally  important  tasks 
that  "must"  be  trained,  and  are  not  included  on  the  list.  This 
refinement  to  the  tasks  selected  for  training  should  be  anticipated 
and  encouraged,  thereby  striving  to  continually  improve  training. 
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7-10.  Task  selection  board. 

a.  The  Task  Selection  Board  is  the  management  tool  available  to  the 
school  commandant  to  serve  a  quality  control  function  in  task  selection. 
Through  it,  the  instructional  system  is  built  upon  a  rationale  analysis 
of  what  should  be  trained  by  specialty  and  skill  level.  The  participants 
should  be  familiar  with  the  specialty,  and  the  career  field.  Addition¬ 
ally,  they  should  be  familiar  with  the  instructional  systems  development 
approach  and  knowledgeable  of  the  analysis  process. 

b.  If  the  size  of  the  board  is  too  large  or  small  it  will  be 
useless.  It  is  recommended  that  the  board  be  composed  of  5-8  members. 
The  composition  of  the  board  is  equally  important  to  achieve  interaction 
and  free  discussion.  If  one  member  dominates  the  board  either  by 
position  or  personality,  then  the  value  of  the  board's  contribution  has 
been  decreased.  For  this  reason,  the  president  of  the  board  should  not 
be  in  a  command/supervisory  relationship  with  any  of  the  board  members. 
Th?  time  schedule  (set  aside)  for  the  board  is  critical.  It  should  not 
be  "squeezed"  in  between  meetings  or  "partitioned"  over  many  days,  which 
would  result  in  a  lack  of  continuity.  A  block  of  days  designated  on  the 
milestone  schedule  permits  a  concerted  and  devoted  period  of  time  for 
this  critical  process. 
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c.  The  role  of  the  participant  is  to  use  the  analy  :s  data  selec¬ 
tion  criteria  and  make  informed  recommendations  as  to  w  ether  a  task 
should  be  selected  for  training.  The  participant  should  thoroughly 
understand  the  systems  approach.  The  participants  should  not  produce 
data  by  rating  tasks  in  terms  of  different  criteria,  i.e.,  task  learning 
difficulty,  consequences  of  inadequate  performance,  task  delay  tolerance, 
etc.  This  data  must  be  provided  to  the  board  by  the  analysis  branch, 
allowing  sufficient  time  for  the  board  to  review  the  data  and  then  to 
make  recommendations.  At  the  first  meeting  of  the  board,  the  DTD  should 
provide  the  command  guidance  and  set  the  parameters  for  the  conduct  of 
the  board.  Structure  and  direction  are  essential  components  of  the  task 
selection  process.  The  requirement  to  use  a  Task  Selection  Board  is 
indicative  of  the  imprecision  of  the  task  selection  models.  The  in¬ 
formed,  experienced  experts  or  the  board,  provided  with  analysis  data 
and  participating  with  other  managers  through  a  consensus  process  insure 
that  the  tasks  selected  for  training  are  the  tasks  required  for  job 
proficiency. 

d.  The  proposed  task  selection  model  is  actually  a  combination  of 
several  different  approaches.  The  four  models  have  been  selected  be¬ 
cause  of  their  complimentary  nature.  1)  The  CODAP  report  produces  a 
rank  ordering  of  tasks  based  on  the  perception  of  job  incumbents  as  to 
the  time  spent  performing  a  task.  2)  The  training  emphasis  scale  asks 
the  supervisor  to  judge  whether  a  task  requires  training,  a  slightly 
different  perspective.  3)  The  DIF  analysis  asks  the  supervisor  and 
job  incumbent  if  the  task  is  difficult,  important,  and  frequently  per¬ 
formed.  These  three  procedures  each  collect  different  data,  manipulate 
it  in  different  ways,  and  rank  order  all  tasks  according  to  the  specific 
model.  By  combining  these  distinct  rank  orderings,  the  training  managers 
(on  the  Task  Selection  Board)  can  more  efficiently  and  effectively  select 
the  tasks  for  training.  If  a  task  ranks  high  on  these  three  different 
scales  (indicating  a  requirement  for  training)  then  perhaps  it  should 

be  trained.  If  a  task  does  not  account  for  much  time  within  a  specialty, 
ranked  low  on  training  emphasis,  and  categorized  by  DIF  as  requiring  no 
training,  then  this  may  be  a  good  candidate  for  rejection. 
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Management  decision 
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Easy  to  obtain 

Relevant  double  check  on  other  models 
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CHAPTER  8 


TASK  ANALYSIS 


8-1.  General.  Task  analysis  is  the  process  in  the  training  develop¬ 
ments  cycle  in  which  the  analyst  obtains  and  classifies  information/ 
data  about  the  accomplishment  of  tasks/work  units  within  a  job/duty. 

As  discussed  in  Chapter  2,  an  established  common  analysis  base  supports 
the  many  training  developments  products  in  the  Army.  Such  a  task  analysis 
can  be  time  consuming  and  every  effort  expended  must  be  productive.  In 
the  past  a  problem  existed  that  TD  product  developers  (e.g.,  SM,  CM,  SQT, 
ACCP,  TEC)  have  initiated  their  own  analysis  efforts  for  varied  reasons. 
Considerable  time  has  been  lost  in  the  TD  process.  When  new  equipment  is 
involved,  a  separate  analysis  was  performed  under  contract  for  ISA.  To 
avoid  this,  a  task  analysis  worksheet  (foldout  at  end  of  chapter  and 
appendix  B)  prescribing  a  common  form/format  evolved  to  provide  a  common 
document  identifying  pertinent  data  items  usable  by  all  TD  developers  in 
producing  their  product.  In  some  cases,  the  LSA  data  (D  sheets)  can  be 
used  as  the  primary  data  source  for  completion  of  the  worksheet.  Should 
these  agencies  require  data  items  not  addressed  in  the  noted  worksheet, 
then  their  recommendations  (if  valid,  justified,  and  required)  should  be 
identified  when  the  analysis  effort  begins  (NOT  after^  the  analysis  is 
completed ) . 

8-2.  Scope. 

a.  A  task  analysis  is  conducted  on  all  of  the  tasks  selected  for 
training.  The  precision  in  a  task  statement  to  a  great  degree  affects 
the  quality  of  the  task  analysis  data.  Understanding  the  interrelation¬ 
ship  of  a  task  to  a  duty  and  to  its  job  is  essential.  This  interrelation¬ 
ship  is  portrayed  in  figure  8-1.  Job  and  task  analysis  is  oriented  towards 
the  specialty.  From  there,  the  analyst  works  down  to  the  task  and,  as 
appropriate,  the  element  level .  The  example  described  in  figure  8-1 
describes  the  MOS  "63B  Wheel  Vehicle  Mechanic."  This  MOS  is  composed 
of  three  different  jobs  at  skill  level  1.  Further  analysis  of  one  of 
the  duties  within  a  job  results  in  the  identification  of  tasks.  A  task 
can  be  loosely  defined  as  the  lowest  level  of  behavior  in  a  job  under 
consideration  that  describes  the  performance  of  a  meaningful  function. 

A  task  may  have  the  following  characteristics: 

(1)  A  task  is  a  statement  of  a  highly  specific  action. 

(2)  A  task  has  a  definite  beginning  and  end. 

(3)  A  task  is  performed  in  a  relatively  short  period  of  time. 

(4)  A  task  Is  measurable. 

(5)  In  the  eyes  of  the  job  holder,  a  task  is  performed  for  its  own  sake. 


* 

b.  Given  only  a  statement  of  a  task,  it  is  difficult  to  determine  a 
task  from  an  element.  These  are  relative  terms  like  hi yh  and  low,  warm 
and  cold,  near  and  far.  Such  pairs  of  terms  have  meaning  only  in 
relation  to  each  other.  So,  any  task  can  be  broken  down  into  elements 
and  any  element  can  be  broken  down  further  into  sub  elements  and  into 
skills  and  knowledges.  The  decision  regarding  what  level  of  generality/ 
specificity  to  begin  in  defining  a  task,  at  what  level  to  draw  the  line 
between  duties,  tasks,  and  elements,  and  up  to  what  level  of  detail  to 
analyze  the  elements  into  their  subelements  requires  the  application  of 
criteria  and  considerations  external  to  the  tasks  themselves.  Writing 
down  a  task  may  take  minutes  but  analyzing  it  into  elements  may  take 
hours  or  days.  First  write  down  possible  lists  of  tasks  at  a  fairly 
gross  level  of  detail,  and  then  ask  a  subject  matter  expert  to  review 
that  list.  They  may  suggest  eliminating  a  number  of  items  and  adding 
others.  Deciding  which  tasks  are  included  in  the  list  usually  involves 
many  meetings  and  much  discussion. 

c.  In  judging  whether  a  given  task  statement  is  sufficiently 
specific,  the  job  holder  after  reading  the  statement,  must  obtain  a 
clear  understanding  of  what  the  analyst  had  in  mind.  For  example, 
"checking  the  equipment"  is  too  vague.  On  the  other  hand,  "reviewing 
maintenance  logs"  or  "checking  motor"  is  adequate  for  the  purpose  of 
gross  task  statements. 

8-3.  Data  requirements.  The  analyst  conducts  a  task  analysis  of  only 
those  tasks  selected  for  training.  The  actual  data  collected  is  a  com¬ 
bination  of  all  of  the  task  specific  information  required  and  any 
additional  data  identified  by  the  follow-on  TD  developers.  For  each 
critical  task,  the  designer  determines  the  how,  the  where,  and  the  how 
well  each  task  is  performed.  Task  analysis  closely  examines  each  task 
and  documents  all  of  the  variables  affecting  performance.  Although  a 
thorough  examination  of  the  important  factors  affecting  task  performance 
is  a  time  consuming  process,  once  obtained  this  information  can  be  used 
by  many  agencies.  A  properly  prepared  task  analysis  will  save  countless 
hours  by  avoiding  duplication  of  effort  among  designers,  writers  and 
producers.  Even  more  important,  this  common  analysis  base  provides 
continuity  among  the  various  training  products.  The  goal  is  to  insure 
that  the  soldier  is  trained  and  tested  under  conditions  that  accurately 
reflect  job  performance  and  result  in  job/mission  proficiency. 

8-4.  Task  analysis  documen tation . 

a.  The  analyst  conducting  the  analysis  will  spend  days/weeks 
collecting  the  information  required.  The  analyst  gathers  all  the 
information  specified  below,  but  never  fabricates  information  purely  for 
the  completion  of  the  form.  Although  many  experienced  analysts  may  have 
"professional  judgment"  it  is  better  to  leave  sections  of  the  task 
analysis  worksheet  incomplete  until  evidence  documents  the  data. 
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However,  ideas/ judgment  should  be  recorded  (MFR,  working  notes  in 
notebook,  etc.)  to  avoid  these  i deas/thoughts  from  being  lost,  especially 
if  a  possibility  may  exist  for  excessive  personnel  turbulence.  The 
minimum  essential  information,  that  must  be  documented  to  provide  for 
this  information  exchange  at  a  task  level  of  specificity,  is  described 
below.  Worksheet  format  is  provided  in  appendix  B,  and  will  be  com¬ 
pleted  for  each  task  selected  for  training.  Because  of  personnel 
turbulence,  constant  assignments  and  reassignments  of  Army  personnel  a 
documented  institutional  memory  must  be  prepared  to  record  the  analysis 
process.  Each  analysis  should  produce  a  list  of  data  requirements  (see 
app.  C).  This  table  assists  subsequent  analysis  efforts  and  supports  the 
audit  trail. 

b.  To  understand  where  each  of  the  following  items  are  inserted  into  the 
form,  pull  out  the  foldout  worksheet  at  the  end  of  this  chapter  and 

follow  it  with  each  item's  description.  Note  this  form  is  partitioned 
according  to  the  different  data  requirements  and  so  numbered.  This 
worksheet  is  designed  to  be  used  as  a  "stubby  pencil  worksheet"  to 
record  specific  data.  If  a  school  chooses  to  not  use  this  suggested 
form,  the  school  must  at  least  conform  to  the  format  as  defined  by  the 
paragraph  notation,  and  specified  sequence.  If  you  have,  as  yet,  not 
unfolded  the  worksheet,  do  so  now. 

c.  This  worksheet  is  to  be  annotated  by  the  analysts/desiqners  (where 
applicable)  and  filled  in  as  the  information  is  compiled.  Each  section 
will  now  be  described  in  detail-  As  you  read  each  block's  description, 
look  at  the  example  next  to  it,  and*  then  glance  at  the  worksheet  that 

you  have  folded  out  at  the  end  of  this  chapter.  This  process  will  make 
you  familiar  with  the  format  of  the  worksheet.  Yet  the  only  way  to 
really  "get  confortable"  with  the  worksheet  will  be  to  use  it. 
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[)  .  TASK  DATA 


IA.  Task  Title  -  The  name  of  the  task. 
Usually  taken  from  the  task  inventory, 
but  may  be  a  modification  of  the  task 
statement. 

IB.  Number  -  Th<_  number  assigned  the 
task.  Based  on  TRADOC  Circular  351-28 
and  local  school  policy. 

IC.  Condition  -  A  brief  description 
of  the  conditions  under  which  the 
task  is  performed  on-the-job.  This 
statement  may  include  such  items  as 
tools,  equipment,  facilities,  en¬ 
vironment,  operational  dictates,  etc. 

IP.  Standard  -  A  brief  statement  of 
how  well  the  soldier  must  perform 
the  task  on-the-job.  It  may  include 
such  things  as  procedures  to  be 
followed,  time  limit,  errors  per¬ 
mitted,  production  rate,  tolerances. 

IE.  Job  Title  -  The  name  of  the  duty 
position  in  which  the  task  is  per¬ 
formed  . 

IF.  Supervisory  Job?  Indicate  (yes) 
or  (no)  if  the  task  is  part  of  a 
supervisory  function. 

IG.  Supervision  Required  to  Perform 
This  Task?  Indicate  (yes)  or  (no) 
if  the  soldier  requires  direct 
supervision  in  order  to  perform  the 
task. 

IH.  ARTEP  Derivative?  Indicate  (yes) 
or  (no)  if  the  task  was  derived  from 
an  ARTEP  collective  task.  Comment  (as 
required)  on  any  associated  task  that 
may  be  relevant  to  the  ARTEP  task  from 
which  the  task  was  derived. 

II.  SQT  Candidate?  Indicate  (yes)  or 
(no)  if  the  task  is  to  be  used  or  should 
be  considered,  in  an  SQT. 
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IJ.  MOS  Candidate?  Indicate  (yes)  or 
(no)  if  the  task  is  to  be  used,  or  should 
be  considered,  in  the  Military  Qual¬ 
ification  Standard  (MOS).  See  Review 

of  Education  and  Training  for  Officers 
(RETO),  30  Jun  78,  and  TRADOC  Cir  350-2, 
for  more  information. 

IK.  Common  Task?  Indicate  (yes)  or 
(no)  if  the  task  is  coimion  across  several 
MOS  or  specialties.  See  TRADOC  Circular 
351-1  for  more  information.  Include 

the  proponent  school. 

IL.  Shared  Task?  Within  the  RETO 
effort  and  TRADOC  Circular  350-2, 
shared  tasks  are  used.  Refer  to  these 
documents  for  useage  factor. 


j 
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2 .  TASK  USAGE 


2.  Task  Usage  -  Indicate  If  the  task  is 
performed  by  soldiers  in  Active  Component, 
Reserve  Component  and/or  during  mobili¬ 
zation.  Any  comments/justifications 
should  be  annotated,  as  required. 


3.  TYPE  ANALYSIS 


3.  Type  Analysis  -  Indicate  if  the  current 
analysis  is  a  new  (first-time)  or  revision 
of  a  previous  analysis.  Give  a  breif  state 
ment  of  rationale  as  it  pertains  to  a 
revision  of  a  previous  analysis  (e.g., 
change  in  target  population,  new  equipment 
useage) . 
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,4.  ADMIN  DATA 


4A  Date  Initiated  -  Date  the  current 
analysis  project  was  started. 

48.  Completion  Date  -  Date  the  analysis 
project  is  completed. 

4C.  Analyst's  Name  -  Indicate  the  person 
with  primary  responsibility  for  the 
analysis;  his  or  her  rank;  specialty/ 

MOS;  file  symbol  and  AUTOVON  phone  number. 
If  a  succession  of  POCs  are  Involved 
each  should  be  listed  in  this  block  and/ 
or  in  block  15. 

4D.  Interschool  Coordination  Comments  -  , 
Names  and  phone  numbers  of  persons 
contacted  at  other  service  schools  in 
order  to  complete  the  analysis  of  the 
task. 
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b.  SURVEY  DATA/ FIELD  FEEDBACK 


SA  AOSP  -  Indicate  date  the  task  inventory 
„as  submitted  to  MOPP  Also  indicate  when 
the  APSP  report  was  received  from  MODP. 
Include  any  brief  notes  on  coordination 
done  wi th  MOOD  and/or  TD1  (e.g.,  survey 
tear,  priority,  coordination). 

b6  Field'ln-House  -  Include  a  brief 
statement  about  any  coordination  made 
with  DCST  and  MOOD  Intercommand  survey 
fall  within  the  purview  of  AR  611-3, 

CH  1. 

Si  Miscellaneous  Feedback  and  Sources  - 
Include  any  feedback  received  from  DCST, 
NOPD,  field  units,  personal  comments 
from  troops,  letters  to  editor,  PM 
Magazine,  comments,  etc. 


»  V-  Dm.  t  , 
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6.  REFERENCES 


6.  References  -  List  separately  all  resource 
documents  used  in  the  analysis  and  all 
references  needed  to  perform  the  task.  If 
additional  room  is  required  use  Block  IS 
or  add  additional  sheet  of  paper. 


i2fT.  *  "■ 


7.  JOB  A'D  RECOMMiNDED 


7.  Job  Aid  Recommended  -  Indicate  (yes) 
or  (no)  if  it  is  recommended  that  a  job 
aid  be  designed  for  the  task.  Provide 
c  ommen  t s/percept ions/reconmendat ions 
as  appropriate 
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8A.  Training  -  State  if  performance  of  the 
task  under  training  conditions  presents  a 
hazard  to  personnel  and/or  equipment. 
Specify  hazard  for  designer's  knowledge. 

8B.  Job  Performance  -  State  if  there  is 
a  hazard  potential  to  personnel  or  equip¬ 
ment  when  this  task  is  performed  under 
actual  job  conditions.  Again,  be  specific. 
This  is  very  essential  to  the  desjjners. 


9.  Safety  Certification  Requirements 
State  if  soldiers  performing  this  task  are 
required  to  hold  a  specific  certification. 
Include  the  agency  issuing  the  certification?- 
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10.  Current  Training  Materials  Identified 
and  Those  Affected  by  Job/Task  Revision 
(to  Include  title,  media,  number,  type 
devices  or  aids,  etc.).  -  List  all 
training  material  identified  during  the 
analysis  and  indicate  those  which  must 
be  rjdified  due  to  the  analysis.  This 
is  necessary  for  modification/update 
actions  to  ensure  commonality  of  training 
guidance/ instruct ion. 


INSTRUCTIONAL  SITE  RECOMMENDATION 


II.  Instructional  Site  Recommendation  -  Space 
is  provided  for  the  analyst  to  make  a  site 
recommendation  Based  on  local  school  policy.  “ 
Site  selection  board's  recommendation  should 
be  recorded  as  should  he  the  final  decision 
on  training  site  made  by  the  designer  and 
the  form  (e  g  ,  self-study,  SO J T )  to  be  used. 


*7vi  "Sia* 


EQUIPMENT  USED  WITH/TO  PERFORM  TASkl 


1,?.  Equipment  Used  wlth/to  Perform  Task  - 
list  all  equipment  and/or  hardware  needed 
by  the  soldier  to  perform  the  task  on-the- 
job  This  readily  identifies  equipment 
needs  for  designers  course  developers 
and  SQT  developers. 
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13.  ENABLING  SKILLS  AND  KNOWLEDGES! 


13A.  Baseline  Entry  Level  -  List  those 
prerequisite  skills  and  knowledge^  the 
soldier  must  have  to  learn  to  perform  the 
task . 
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1 3B .  Skill  Hierarchy  -  Indicate  graphically 
and  in  writing  the  relationship  of  all 
skills  and  knowledges  required  to  perform 
this  task.  Attach  additional  sheets  if 
more  space  is  needed. 
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NOTfc :  It  Is  expected  that  the  skills  and  knowledges  required  for  the  performance 
of  tasks  be  analyzed  so  as  to  identify  subordinate  (clear-cut  enabling)  relation¬ 
ships.  meaning  those  relationships  that  require  the  learning  of  one  skill,  or 
bit  of  knowledge,  before  learning  another  (e.g.,  before  a  typist  can  produce  a 
typewritten  document  they  must  be  able  to  read  handwritten  materials).  A  simple 
but  useful  approach  for  this  process  is  depicted  below  (fig  ) : 


Skills  and  knowledges  required  for  the  performance  of  one  job  or  task  are  often 
required  for  the  performance  of  others  as  well.  In  testing  for  proficiency,  a 
task  encompassing  many  skills  and  knowledges  can  provide  more  return  for  the 
testing  dollar  than  those  of  fewer  numbers.  Those  skills  and  knowledges  derived 
from  the  process  above  can/should  be  examined  for  commonality.  A  key  here  is  that 
the  derived  skills  are  not  just  similar  (requiring  separate  testing)  but  are 
truly  Identified  (requiring  only  a  single  testing).  An  easy  means  to  cross- 
reference  those  derived  for  commonality  is  depicted  below  (Table  ). 
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SKILL 

- - 

KNOWLEDGE 

TASKS 

SI  S3  S3  S4 
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T1 

X  X 

T2 

X  X 

X 

T3 

X  X 

X 

T4 

X  X 

X 

T5 

X 

X 

X 

X 

X 

X 

1  T6 

X  X 
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JU  TASK  SELECTION  DATA J 

I - 1 


14  Task  Selection  Data  -  Indicate  the  task 
selection  model  used.  Annotate  the  data 
collected  for  each  factor  used  in  the  model. 
If  a  Likert  type  scale  was  used  for  any 
factors,  annotate  the  r,-nge  of  that  scale. 
Should  additional  justification  or  comments 
be  required  to  portray  the  full  picture 
use  block  15  or  add  an  additional  sheet 
of  paper. 


IS  MISCELLANEOUS  DATA/COMMENTS 


IS.  Miscellaneous  Data/Comments  -  Add 
any  data  or  comments  that  have  bearing 
on  the  analysis,  but  tor  which  there  is 
no  specific  block  for  entry  or  which 
overflowed  from  other  blocks  on  this 
form. 
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ll 6.  PERFORMANCE  ELEMENTS/STEPS 

I _ _ _ 
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16.  Performance  Elements/Steps  -  Record  all 
elements  or  steps  necessary  to  perform  the 
task.  These  should  be  listed  in  a  logical  -> 

sequence  based  on  actual  job  pertormance. 

Attach  any  diagrams  or  flow  charts  needed 
to  complete  the  task  analysis. 

5  y,W'A 


8-11 


>  — 


17.  Cues  -  List  all  cues  that  cause  the 
soldier  to  start  performing  the  task. 
Include  ones  that  cause  the  soldier  to 
continue  (sustain)  or  stop  performing 
the  task. 


/it 


18.  CONDITIONS 


18.  Conditions  -  List  the  specific  conditions 
(tools,  test  equipment,  forms,  references, 
etc.)  necessary  to  perform  a  step  or  element 
of  the  task. 


19.  STANDARDS 


19.  Standards  -  List  any  standard  that 
relates  to  the  performance  of  a  particular 
element  or  step  of  the  task. 
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?1'  sk'  Us /Knowledges  list  anv  skills  or 
Knowles  the  soldier  must  have  to  perform 
J  step  or  element  ot  a  tas k 


•  I  JPM  llatj  -  A  JPM  is  a  measure  used 
to  denote  a  form  of  simulation  from  the 
real-world  application  (for  whatever 
reason  may  exist)  list  any  tradeoffs  in 
the  actual  performance  of  the  task  that 
are  required  for  testing  purposes  and/or 
the  actual  written  JPM  (see  Appendix  G). 
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8 - 5 .  Task  anal ysi s  p rocess . 

a.  Generalized  (or  gross)  task  statements  created  in  the  job  analysis 
are  broken  down  to  specific  tasks  in  task  analysis  (as  appropriate).  This 
process  of  breaking  down  the  job  analysis  tasks  into  further  task  statements 
is  continued  until  the  desired  level  of  detail  and  specificity  has  been 
reached.  The  criteria  that  are  used  to  decide  what  constitutes  a  sufficient 
level  of  detail  and  specificity  will  be  discussed  later.  They  are  different 
from  the  criteria  that  were  applied  in  deciding  what  constituted  adequate 
level  of  detail  for  the  tasks  developed  previously. 

b.  The  following  gross  task  is  provided  as  an  example  of  the  way  in 
which  one  can  be  broken  down.  Consider  the  task  of  "Examine  an  unconscious 
victim."  This  gross  task  could  be  broken  down  into  several  more  refined 
tasks : 

(1)  Conduct  emergency  life  saving  steps 

( 2 )  Determine  pulse 

(3)  Determine  state  of  consciousness 

(4)  Determine  painful  areas 

(5)  Observe  for  bleeding 

(6)  Observe  breathing  habits 

(7)  Question  patient  (if  conscious)  on  movement  of  limbs 
and  sensations 

(8)  Observe  for  deformities 

(9)  Cover  the  wound 

(10)  Others 

Each  of  these  refined  tasks  can  be  broken  down  into  their  components, 
e.g. ,  (2)  Determine  pulse: 

(a)  analyze  pulse 

(1)  identify  weak  rapid  pulse  (SHOCK) 

(2)  ... 

(3)  ... 
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If  the  pulse  is  weak,  this  can  be  a  signal  that  the  individual  is  in  shock; 
if  this  is  the  case  then  the  next  element  would  be  to  determine  the  type 
of  shock  and  then  to  "treat  the  shock."  There  can  be  many  different 
types  of  shock; 

1.  Olegemic  (blood  loss) 

2.  Neurogemic  (pain) 

3-  Cardiorespiratory  (breathing) 

4.  Anaphylactic  (stings) 

5.  Systic  (infection) 

6.  Metabolic  (body  disturbance) 

7.  Combination  of 

The  skills  and  knowledge  necessary  to  perform  the  task  (treat  for  shock) 
relates  to  several  areas  and  affects  the  ability  to  perform  the  task 
satisfactorily.  If  the  type  of  shock  is  identified  to  be  anaphylactic 
(caused  by  the  sting  of  a  bee)  the  procedures  for  treatment  are  different 
than  for  shock  induced  by  blood  loss.  Yet  the  skill  and  knowledge  require¬ 
ments  for  the  task  are  basically  the  same.  This  example  of  the  process  of 
breaking  down  a  gross  task  is  suggestive  of  the  level  of  detail  that  should 
be  achieved  in  a  detailed  task  analysis,  so  as  to  provide  the  basis  for 
training  requirements. 

c.  The  terminology  of  tasks,  and  elements.  Previously,  it  was  explained 
that  tasks  and  elements  are  relative  terms.  They  have  meaning  only  with 
respect  to  each  other,  like  such  terms  as  hot  and  cold,  large  and  small,  or 
low,  lower,  lowest.  Any  task  can  be  broken  down  into  elements.  Conversely, 
a  set  of  sequenced  tasks  can  sometimes  be  redefined  to  become  a  larger  task. 

In  the  section  that  follows,  we  shall  consider  how  far  the  process  of  sub¬ 
division  should  be  carried,  and  what  criteria  should  be  applied  in  deciding 
how  far  to  carry  it. 

d.  Criteria  and  considerations  to  apply  in  deciding  how  much  to  subdivide. 

(1)  Considerations.  During  the  job  analysis,  the  decisions  regard¬ 
ing  the  level  of  detail  to  which  the  process  of  breaking  down  and  subdividing 
tasks  into  elements  requires  the  application  of  criteria  and  considerations 
external  to  the  tasks  and  elements  themselves.  The  decisions  cannot  be  made 
by  merely  examining  the  tasks  and  elements.  During  job  analysis,  the  con¬ 
siderations  in  deciding  on  the  appropriate  level  of  detail  were  presented  and 
discussed.  Now  we  shall  discuss  the  criteria  and  considerations  in  deciding 
the  appropriate  level  of  detail  to  conduct  a  task  analysis.  The  principal 
criteria  to  apply  are: 


(a)  Is  the  subdivision  or  breakdown  of  the  task  so  detailed  that 
the  resulting  task  is  insigni ficant/vague/trivial .  A  task  may  specify  an 
element  that  is  too  easy  for  the  members  of  the  target  population,  and 
that  should  be  considered  as  a  known  prerequisite.  As  such  it  would  be 
considered  too  trivial.  Deciding  if  an  element  is  trivial  is  a  matter 

of  judgment  that  takes  into  account  the  educational  level  and  prior  skill 
or  experience  of  the  members  of  the  target  population  (see  chapter  4). 

(b)  Are  all  significant,  tasks  included? 

(c)  Is  the  task  statement  so  abstract  or  general  as  to  be  unpre¬ 
dictable  or  ambiguous?  If  it  is,  further  subdivision  into  more  specific 
items  may  be  required. 

(d)  Unpredictable/ambiguous  tasks.  If  an  element  is  not  specific 
enough,  it  may  also  be  ambiguous.  A  similar  point  was  discussed  during 
the  job  analysis.  There,  the  emphasis  was  on  communicating  clearly  what 
task  was  being  referred  to,  so  that  different  task  analysts  analyzing  the 
same  task  would  come  up  with  similar  elements. 


8-6.  Task  Analysis  Techniques ■  The  techniques  described  in  the  follow¬ 
ing  paragraphs  are  suggestive  of  the  varied  approaches  that  should  be 
used  during  your  task  analysis  efforts.  Each  analysis  could  well  utilize 
a  different  set  of  data  sources  and  procedures.  The  considerations  that 
may  effect  the  procedures  selected  include:  type  of  specialty,  experience 
of  the  analyst,  status  of  previous  analyses,  variations  in  task  performance 
in  wartime,  etc.  An  appropriate  consideration  to  include  is  the  sex  of 
the  soldiers.  For  some  specialties,  it  matters  little  whether  the  incum¬ 
bent  is  a  man  or  a  woman.  But  in  light  of  the  increased  number  of  women 
in  the  Army  and  specifically  in  previously  all  male  positions,  sex  could 
well  be  an  essential  consideration  in  the  selection  of  analytic  procedure. 

If  female  soldiers  occupy  a  substantial  number  of  positions  in  a  specialty, 
then  the  analysis  should  accommodate  this  consideration  both  in  terms  of 
the  incumbents  and  supervisors  who  are  interviewed,  in  terms  of  any  phy¬ 
siological/physical  considerations,  and  by  having  female  soldiers  participate 
actively  in  the  analysis  even  so  far  as  being  an  analyst.  The  results  of 
this  approach  could  be  design  consideration  of  tools  and  safety  considerations 
for  women  (e.g.,  weight  restriction,  physiological  restrictions,  procedures 
required  to  perform  a  task).  The  analyst  must  select  the  techniques  best 
suited  for  the  analysis  about  to  be  conducted.  Each  technique  has  its  place, 
its  unique  requirements  and  feedback.  Figure  8-2  provides  a  matrix  that 
may  be  useful  in  identifying  those  task  analysis  techniques  to  be  used. 
Considering  the  varied  purposes  for  which  task  analytic  data  can  be  col¬ 
lected,  the  analyst  should  insure  that  the  appropriate  techniques  have  been 
utilized  and  that  all  required  information  is  collected.  The  detailed 
discussion  that  follows,  is  an  attempt  to  organize  the  advantages  and 
disadvantages  of  each  technique,  so  as  to  facilitate  the  selection  of  the 
best  technique(s)  to  use. 


a.  Analyst  learning  to  perform  the  task.  It  is  useful  for  the  task 
analyst  to  perform  the  task  himself  before  he  conducts  the  analysis  of  a 
task.  This  technique  has  advantages  and  pitfalls.  The  advantages  are, 
by  doing  the  task  the  analyst  gains  an  intimate  knowledge  of  the  task 
and  its  detailed  components.  He  makes  contact  with  task  components  not 
visible  when  merely  observing  someone  performing  the  task.  The  usual 
invisible  task  components  are  the  decisions,  the  reasoning  processes, 
and  thought  processes  used  by  the  skilled  and  experienced  worker  per¬ 
forming  the  task.  In  certain  kinds  of  tasks,  the  decisions  and  reason¬ 
ing  processes,  which  are  invisible  to  the  observer,  are  the  most  important 
parts  of  the  task. 

(1)  Advantages.  Performs  the  task  itself  to  gather  additional 
information. 

(2)  Pitfalls.  This  method  applies  only  to  tasks  easily  learned  and 
performed  by  the  analyst  regardless  of  how  well  he  performs  them.  When 
other  individuals  are  involved,  as  in  supervision,  or  when  damage  to 
equipment  or  operations  is  a  possibility,  this  method  cannot  be  used. 

(3)  Applicable  situations.  Here  is  a  partial  list  of  task  types 
where  it  is  both  useful  and  practical  for  the  task  analyst  to  learn,  at 
a  basic  level  of  competence,  to  perform  the  task:  simple  routine  tasks, 
troubleshooting  type  tasks,  tasks  that  can  be  learned  in  one  hour  or 
less,  operations  of  simple  equipment. 


(4)  Situations  in  which  not  applicable.  The  next  list  includes 
tasks  where  it  is  not  practical  or  safe  for  the  task  analyst  to  learn 
the  task  before  doing  the  task  analysis:  operate  complex  vehicles  or 
equipment,  operate  expensive  equipment,  sophisticated  troubleshooting. 
Whenever  it  is  practical,  safe,  and  feasible,  the  task  analyst  should 
learn  the  task  he  is  analyzing  at  a  rudimentary  level  and  how  to  perform 
it.  Doing  so  will  greatly  improve  the  quality  of  this  task  analysis  and 
will  bring  him  into  contact  with  the  invisible  components  of  the  tasks 
that  may  escape  his  attention. 
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b.  Observing  others  performing  the  task. 

(1)  Advantages. 

(a)  The  method  of  observing  skilled,  competent,  and  experienced 
persons  performing  the  task  is  extremely  valuable.  The  basic  advantage 
of  the  method  is  that  the  task  analyst  is  observing  behavior.  Being 
trained  to  observe  behavior,  he  will  see  and  notice  components  of  the 
performance  that  others,  not  behaviorally  trained,  would  miss.  Even  the 
observed  performer  may  not  be  able  to  describe  exactly  what  he  does,  or 
how  he  does  it.  Conventional  job  descriptions,  performance  specifi¬ 
cations,  or  manuals  usually  omit  many  critical  components  of  the  task 
supposedly  being  described,  because  the  writers  are  not  trained  or 
experienced  in  the  observation  and  specification  of  behavior.  Obser¬ 
vation  of  a  performance  usually  reveals  performance  components  visible 
only  to  the  trained  eye  of  the  behavior  analyst. 

(b)  The  second  important  advantage  observing  the  performance 
prompts  the  analyst  to  ask  the  performer  about  the  invisible  components 
of  the  performance.  The  analyst  observing  a  performance  must  ask  such 
questions  as,  "How  did  you  decide  to  do  this  and  not  that?";  "Why  did 
you  do  it  this  way  and  not  that  way?";  “Why  did  you  do  this  now  and  not 
later  (or  before)?";  "What  were  you  thinking  about  when  you  paused  at 
that  point?";  "What  reasoning  process  do  you  go  through  in  deciding  to 
do  X?";  "What  caused  you  to  make  this  error?";  "What  were  you  looking  at 
when  you  looked  at  that  table  (or  display,  or  dial,  or  chart,  or  diagram)?" 
Questions  of  this  type  usually  bring  the  invisible  components  of  the 
performance  out  into  the  open,  and  make  the  performer  aware  of  actions 
never  before  realized. 

(c)  A  third  significant  advantage  of  observing  performance.  The 
task  analyst  is  exposed  to  several  different  individuals,  all  skilled, 
competent,  and  experienced.  He  sees  several  alternative  ways  of  per¬ 
forming  the  task.  This  permits  him  to  identify  the  critical  and  essential 
elements  of  the  performance,  and  the  elements  that  are  stylistic, 
individual,  and  possibly  nonessential .  By  observing  several  different 
performances,  the  task  analyst  can  develop  a  level  of  objectivity  and 
perspective  greater  than  that  of  an  expert  who  is  it  i ms  elf  a  competent 

and  experienced  performer.  The  task  analyst  need  not  always  eliminate 
the  stylistic,  individualistic  components  of  a  performance.  He  may 
discover  one  performer  does  something  better  or  more  efficiently  because 
of  a  unique  step.  In  such  a  case,  the  task  analyst  has  the  opportunity 
of  upgrading  the  generally  accepted  method  of  performing  the  task,  by 
including  an  improvement  or  technique  previously  restricted  to  that  one 
performer . 

(2)  Pitfalls  of  the  method  of  observation. 
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(a)  There  are  two  dangerous  pitfalls  of  the  method  of  observation 

of  experienced  performers.  The  task  analyst  may  fail  to  note  or  identify 
significant  invisible  components  of  the  performance  and  will  confine 
himself  to  a  simplistic  description  of  the  easily  visible  components. 

(b)  A  second  pitfall  of  the  method  of  observation  is  that  every 
task  or  performance  contains  components  that  occur  more  rarely  than 
others.  The  rarest  components  may  not  appear  at  all  during  the  limited 
period  of  time  that  the  task  analyst  spends  observing.  For  example, 
when  the  operator  of  a  piece  of  equipment  is  being  observed,  there  may 
not  be  any  occasion  on  which  he  is  observed  in  a  maintenance  procedure. 
The  task  analyst  may  never  see  the  steps  taken  during  an  equipment  mal¬ 
function.  When  a  maintenance  engineer  is  observed  troubleshooting  a 
piece  of  machinery,  the  task  analyst  may  never  get  to  see  what  the 
engineer  does  after  finding  a  rare,  but  important,  type  of  malfunction. 

In  general  ,  the  rare  and  exceptional  situations  should  be  included  in 
the  task  analysis,  but  may  not  be  readily  observable  by  the  method  of 
observation.  This  becomes  a  pitfall  only  if  the  task  analyst  does  not 
recognize  this  limitation  and  does  not  make  provisions  for  supplementing 
the  method.  He  has  several  ways  of  collecting  this  information.  One  is 
by  interviewing  the  performer  and  asking  him  to  think  of  rare  or  ex¬ 
ceptional  situations  that  are  important  but  were  not  observed  during  the 
observation  period.  Having  identified  rare  tasks  in  this  manner,  the 
performer  could  either  demonstrate  what  he  does  in  these  situations  or 
describe  it  verbally,  as  best  he  can.  A  second  way  of  correcting  this 
limitation  is  to  use  the  other  methods  of  task  analysis  to  complement 
the  method  of  observation.  Generally,  no  one  method  of  task  analysis  by 
itself  is  adequate.  Several  methods  must  be  used. 

(3)  Importance  of  observation.  Observation  is  basic  to  task 
analysis  and  should  be  used  whenever  feasible.  The  use  of  the  method 
always  requires  effort,  planning,  and  time,  but  that  investment  is 
usually  justified.  There  is  always  a  great  qualitative  difference  be¬ 
tween  a  task  analysis  that  included  the  method  of  observation  and  task 
analyses  that  did  not.  The  quality  of  the  task  analysis  based  on 
observation,  is  reflected  in  the  quality  of  the  training  system  pro¬ 
duced  . 

c.  Interviewing  individuals  on  the  job. 

(1)  When  applicable.  Interviewing  is  an  important  part  of  ob¬ 
servation,  and  should  always  be  carried  out  in  conjunction  with  obser¬ 
vation.  Interviewing  is  applicable  whenever  there  are  skilled  performers 
available.  The  only  time  incumbents  are  not  interviewed  in  connection 
with  task  analysis  is  when  there  are,  as  yet,  no  trained  or  experienced 
performers . 
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(2)  Importance  of  the  method  of  interviewing.  In  several  areas 
(maintenance,  troubleshooting  areas,  etc.)  interviewing  is  the  most 
important  method  for  discovering  the  covert  task  performance  components 
such  as  decision  processes,  the  reasoning  processes  and  the  judgments 
that  the  job  holder  makes.  These  are  the  behavior  components  that 
provide  the  under  pinnings  for  the  observed  actions. 

(3)  Techniques  of  interviewing. 

(a)  Selecting  the  individuals  to  be  interviewed  generally  it  is 
wise  to  interview  several  supervisors  of  the  job  incumbents  and  several 
incumbents.  The  more  experienced  they  are,  the  better. 

(b)  Briefing  the  interviewee  The  interviewee  must  understand  the 
purpose  of  the  interview.  He  must  be  told  that  he  is  not  being  eval¬ 
uated;  that  the  purpose  is  to  conduct  a  job  and  task  analysis  that  will 
lead  to  a  training  system  for  others;  that  the  analyst  is  trying  to 
obtain  an  understanding  of  the  job  and  its  component  tasks;  that  he  is 
trying  to  collect  realistic  examples  and  cases. 

(c)  Describe  the  job  and  task  analysis  process  being  used.  The 
interviewee  will  be  more  helpful  if  he  understands  what  the  analyst  is 
trying  to  accomplish. 

(d)  Probes  are  often  productive  the  analyst  will  often  elicit 
useful  information  when  he  asks  questions  during  the  interview  such  as: 
What  are  the  most  common  malfunctions  you  encounter?  How  often  does 
this  occur?  Is  that  the  most  common  terminology  in  use  on  the  job? 

(4)  Pitfalls  of  interviewing.  The  interviewee  may  not  know  exactly 
what  he  does  or  how  he  does  it.  He  may  have  distorted  perceptions  of 
what  is  important  or  how  he  does  his  job.  The  job  holder  may  not  know 
how  he  decides  what  to  do  or  what  reasoning  and  decision  processes  he 
employs.  One  important  resource  the  interviewer  uses  to  avoid  these 
pitfalls  is  to  cross  check  the  information  with  different  individuals. 

d.  Examination  of  existing  documents. 

(1)  Types  of  existing  documents.  When  a  task  analysis  of  an 
existing  job  is  undertaken,  it  is  often  possible  to  find  descriptions  of 
the  job  that  have  previously  been  developed.  Such  descriptions  may  be 
contained  in  the  following  kinds  of  documents: 

(a)  The  job  description  that  was  given  to  the  individual  or  the 
performer  on  the  job  at  the  time  he  started  working  at  the  unit  (desk 
SOP,  continuity  folder,  etc.). 

(b)  A  job  description  in  the  Personnel  Office. 
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A  task  analysis  or  occupational  analysis  that  was  conducted  on 
a  previous  occasion. 

(d)  Training  manuals,  POI,  or  guides  that  were  used  on  a  previous 
occasion  to  train  people  for  the  same  job  or  similar  jobs,  even  in  other 
services . 


(e)  When  equipment  is  involved  the  task  analyst  may  discover  that 
there  are  technical  manuals,  instructions,  or  guidnbooks  on  the  operation 
and  maintenance  of  the  equipment. 

(f)  When  institutional  procedures  are  involved,  as  in  documentation 
of  maintenance  activities  and  filling  out  forms,  the  task  analyst  may 
discover  that  there  are  regulations,  manuals,  rules,  or  guidebooks  that 
describe  how  it  should  be  done. 

(2)  Purposes  of  examining  existing  documents. 

(a)  Existing  documents  can  provide  the  task  analyst  with  instructions 
and  procedures  that  will  help  him  perform  the  task  in  question.  Ex¬ 
isting  documents  may  also  provide  him  with  criteria  for  evaluating  his 
own  level  of  competency,  so  that  he  will  be  less  likely  to  think  that  he 
has  identified  and  mastered  all  of  the  significant  performance  com¬ 
ponents  of  the  task  when  in  reality  he  has  not.  When  the  method  of 
observation  is  used,  supplemental  examination  of  existing  documents  can 
sometimes  help  identify  the  invisible  components  of  the  performance 
being  observed.  Documents  will  often  make  references  to  decisions  that 
must  be  made,  reasoning  processes  that  are  to  be  used,  and  errors  that 
must  be  avoided.  Most  equipment  has  maintenance  procedures  and  manuals 
produced  for  it.  Examination  of  documents  can  also  help  in  the  iden¬ 
tification  of  the  rare  but  important  performance  components  that  do  not 
appear  during  the  observation  period. 

(b)  A  second  purpose  of  examining  existing  documents  is  to  obtain 
an  overview  of  the  job  quickly.  Existing  documents  may  be  limited  or 
inaccurate  but  provide  the  analyst  a  quick  overview  of  the  job  and  its 
component  duties  and  tasks. 

(c)  A  third  purpose  of  examining  existing  documents  is  that  they 
may  contain  valid  and  useful  statements  and  descriptions  of  the  tasks  in 
question.  Depending  upon  the  quality  of  the  existing  documents  and  the 
care  that  was  invested  in  their  preparation  such  statements  and  de¬ 
scriptions  may  easily  be  converted  into  task  statements. 

(3)  Pitfalls  of  using  existing  documents.  The  main  pitfall  of 
existing  documents  is  that  they  are  usually  too  general  and  undetailed. 
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incomplete,  or  not  fully  descriptive  of  the  performance  being  analyzed. 
Available  documents  usually  are  not  produced  with  a  ta  .k  analysis  in 
mind.  They  are  usually  produced  for  other  purposes.  Accordingly, 
existing  documents  must  always  be  viewed  i  .  the  .pirit  of  suggestion 
lists  or  guide-,  and  never  as  exhaustive  lists  of  topics  or  tasks. 

e.  Consultation  with  subject  ratter  experts. 

(1)  Types  of  subject  natter  experts.  Subject  matter  experts  are 
individuals  knowledgable  in  the  area  or  the  performance  to  be  analyzed. 
Subject  matter  experts  should  be  recognized  as  an  authority  by  the 
organi zation ,  and  be  accepted  as  an  expert  by  the  task  analyst.  Subject 
matter  experts  should  have  recent  practical  experience  of  the  type  of 
work  or  the  task  for  which  the  training  is  to  be  provided  and  be  readily 
available  to  the  task  analyst  for  frequent  and  short  notice  access. 

(?)  Purposes  of  consulting  with  experts. 

(a)  The  main  purposes  of  consulting  with  subject  matter  experts  are 
to  obtain  their  description  of  how  the  job  and  the  tasks  comprising  the 

job  should  be  carried  out.  This  description  is  compared  with  any  previously 
examined  task  analyses  and  observations  of  how  the  tasks  are  actually 
performed.  The  experts  are  questioned  regarding  any  discrepancies 
between  their  description  of  the  task  and  the  actual  performance,  and 
attempts  are  made  to  reconcile  any  differences  discovered. 

(b)  To  correct  inaccuracies  in  the  task  analyst's  task  statements. 

He  may  have  made  technical  errors,  errors  of  emphasis,  or  errors  of 
omission. 

(3)  Pitfalls  of  consulting  with  experts.  The  experts  may  be  expert 
in  certain  aspects  of  the  task  without  being  expert  in  the  best  ways  to 
do  the  task.  Therefore  evaluate  the  kind  of  expertise  the  expert  brings 
to  the  task,  and  the  kinds  of  bias  he  is  likely  to  manifest,  and  use 
subject  matter  experts  with  ample  practical  experience  in  performing  or 
supervising  the  analyzed  task. 

(4)  How  to  use  subject  matter  experts.  Subject  matter  experts 
should  never  be  asked  to  write  things  or  produce  materials,  no  matter 
how  short  or  easy  it  may  be  for  them.  SME  should  be  interviewed  by  the 
analyst.  Long  discussion  meetings  are  often  productive.  When  the 
information  being  provided  by  an  SME  has  important  potential  consequences, 
the  information  should  be  crosschecked  and  double  checked  with  other  SME 
or  other  sources . 


8-22 


t 


(5)  Conflicts  of  opinion.  Conflicts  of  opinion  between  experts  are 
the  rule  rather  than  the  exception.  Experts  normally  disagree  on  all 
matters  where  disagreement  i<  po;  ;1ble.  The  task  analyst  when  con¬ 
fronted  with  such  disagreements  should  follow  the  following  procedures. 

(a)  Try  to  understand  the  nature  of  the  disagreement. 

(b)  Try  to  determine  the  degree  to  which  the  disagreement  is 
semantic. 

(c)  Sidestep  the  areas  of  disagreement  by  focusing  the  discussion 
on  the  operational  aspects  (tasks,  actions,  what  to  do,  when)  of  the 
analysis,  referring  to  previously  obtained  observations . 

(d)  When  such  sidestepping  is  not  possible  and  resolution  of  the 
disagreement  appears  essential,  ask  a  third  more  authoritative  expert  to 
resolve  it  by  fiat.  The  greatest  danger  of  disagreement  among  experts 
is  loss  of  time.  It  is  common  for  such  disagreements  to  delay  projects 
for  months  when  permitted  by  inexperienced  task  analysts. 

f.  Interview  supervisors  of  job  incumbents. 

(1)  Purpose  of  consulting  with  supervisors.  The  supervisor  sets 
the  objectives  of  the  job.  The  tasks  are  the  means  for  obtaining  the 
objectives.  The  supervisor  may  know  the  task  from  direct  personal 
experience,  if  he  once  performed  the  task  himself,  or  from  the  exper¬ 
ience  of  having  supervised  others  doing  it,  with  the  consequent  benefit 
of  having  seen  it  done  well,  poorly,  and  in  different  ways. 

(2)  Methods  for  consulting  with  supervisors.  A  supervisor  will 
often  have  a  great  deal  of  knowledge  regarding  the  tasks  but  be  unable 
to  list  them  in  an  open-ended  question  from  an  analyst.  He  will  need 
prompting.  Near  the  beginning  of  the  task  analysis  process,  the  super¬ 
visor  (or  several  supervisors)  should  indicate  to  the  task  analyst  who 
the  best  task  performers  are,  so  the  task  analyst  may  observe  these 
performers  at  work  and  interview  them.  Having  obtained  a  list  of  tasks 
from  the  observation  sessions  (or  from  other  sources  such  as  documents), 
the  analyst  can  present  that  list  of  tasks  to  the  supervisor  for  comment. 
At  that  point,  the  supervisor  will  normally  be  able  to  help  the  task 
analyst  in  several  ways :  by  adding  tasks  that  were  not  observed  or 
recorded,  by  pointing  out  the  invisible  tasks  that  were  observed,  by 
suggesting  that  certain  tasks  be  omitted.  The  supervisor  may  even 
suggest  that  the  performer  observed  by  the  analyst  was  doing  the  job 
incorrectly  or  in  the  best  possible  way.  When  this  happens,  the  task 
nalysis  process  creates  a  previously  missing  communication  channel 
between  the  supervisor  and  his  subordinates,  concerning  the  performance 
of  the  job.  This  can  be  very  valuable  independently  of  the  task  analysis. 
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(3)  Pitfalls  of  consulting  with  the  supervisor.  The  supervisor 
may  have  an  unrealistic  concept  of  the  tasks.  Here  are  some  types  of 
mistaken  ideas  that  supervisors  sometimes  have. 

(a)  They  may  in  the  past,  have  defined  the  job  and  its  tasks  in  a 
certain  way.  This  way  may  have  been  impractical  or  inefficient,  “iwever, 
the  subordinate.,  may  have  discovered  or  worked  out  a  practical  way  of 
doing  the  task  but  failed  to  tell  the  supervisor.  The  supervisor  may, 
all  this  time,  have  believed  the  task  was  performed  the  way  ’e  rig- 
inally  suggested,  while  in  reality  it  was  not  being  done  like  that  at 
all,  and  perhaps  could  not  or  should  not  have  been  done  that  way.  When 
this  has  happenel  the  supervisor,  upon  being  confronted  by  the  'ask 
analyst  with  the  way  his  subordinates  are  doing  the  task  may  say  that  it 
is  the  wrong  way  (when  the  subordinate's  way  is  really  the  better  way). 
The  resulting  conflict  of  views  may  take  a  long  time  to  resolve. 

(b)  The  supervisor  may  not  know  the  job  and  tasks  very  well,  and 
may  define  the  tasks  on  the  basis  of  his  idealized  conception,  or  on  the 
basis  of  theoretical  considerations  as  to  how  it  should  be  done. 

(c)  The  supervisor  may  be  very  competent  at  the  job  being  analyzed. 
As  a  result  he  may  specify  performance  of  the  tasks  in  a  way  that  is 
beyond  the  average  subordinate.  He  may  do  the  task  faster,  or  in  a  more 
sophisticated  way  than  his  subordinates  could  learn  in  a  reasonable 
time.  In  other  words,  the  supervisor  may  define  the  task  in  terms  that 
only  he  can  use.  For  the  average  subordinate,  the  task  may  require 
simpler  terms  or  more  easily  learned  elements  that  can  be  mastered  in  a 
reas  nable  time  and  with  an  amount  of  training  that  is  economically 
feasible. 

(d)  The  way  to  avoid  all  three  of  these  common  pitfalls  is  to  not 
rely  on  interviews  with  the  supervisor  to  the  exclusion  of  other  tasks 
analysis  methods.  The  supervisor's  opinions  must  be  checked  against  the 
results  of  other  task  analysis  methods,  and  reconciliation  must  be 
achieved  with  the  greatest  weight  given  to  the  observation  and  interview 
of  actual  job  incumbents. 

8-7.  Sequence  for  task  analysis  methods. 

a.  Why  sequence  matters.  There  are  two  reasons  why  sequence 
matters.  One  reason  relates  to  efficiency.  It  is  more  efficient  to  use 
the  sequence  proposed  below  than  other  possible  sequences,  because  the 
task  analyst  can  obtain  an  understanding  of  the  task  more  rapidly, 
with  less  expenditure  of  time  and  effort.  The  second  consideration 
relates  to  bias.  The  task  analyst  must  protect  himself  against  obtaining 
a  biased  view  of  the  job.  He  may  bbtain  a  biased  view  if  he  does  not 
follow  a  certain  logical  sequence. 


b.  Sequence  to  be  followed. 

(1)  Review  of  literature.  The  analyst  before  conducting  his  actual 
task  analysis  would  begin  by  conducting  a  review  of  literature  relating 
to  the  actual  job,  the  duties  and  the  tasks  contained  within  the  job.  By 
getting  a  feel  for  the  tasks,  the  analyst  thinks  about  the  tasks  and  how 
they  interrelate.  This  review  of  literature  is  not  considered  the  basis 
of  information,  but  rather  the  starting  point  for  a  more  detailed  data 
collection  effort.  The  review  of  literature  is  only  that-a  beginning 
point. 

(2)  Learning  how  to  do  it.  As  appropriate,  the  task  analyst  may 
wish  to  perform  the  task  that  he  is  going  to  analyze.  This  first  hand 
knowledge  of  procedures,  skills,  and  knowledges  required  in  the  performance 
of  a  task  can  aid  later  analysis  efforts. 

(3)  Observation  and  interview  of  incumbents.  Observation  of  the 
job  incumbents  at  work,  in  conjunction  with  interviews  is  an  important 
methodology.  After  reviewing  the  literature  and  learning  how  to  do  it, 
the  task  analyst  through  observations  and  interviews  obtains  a  concrete 
and  vivid  concept  of  what  the  job  entails,  and  not  an  imagined  or  erroneous 
picture.  Even  if  on  subsequent  analysis,  it  is  identified  that  incumbents 
were  performing  the  task  incorrectly,  the  analyst  still  has  a  concrete 

and  operational  frame  of  reference  to  judge  his  concept  of  the  task. 

(4)  After  the  field  observation  sessions,  the  task  analyst  should 
speak  with  the  supervisor  of  the  performers  who  were  observed  and 
interviewed.  The  analyst  now  has  a  basis  for  such  a  meeting.  He  asks 
the  supervisor  if  he  agrees  with  the  way  the  job  is  performed  and  to 
critique  the  task  analyst's  analysis  of  the  task  already  achieved,  as 
far  as  he  has  gone. 

(5)  Next  the  analyst  consults  with  the  subject  matter  experts  at 
the  service  school  to  obtain  their  perspective  on  accomplishing  tasks 
and  to  verify  this  data  against  that  derived 

from  the  field. 

(6)  Audit  trail.  At  the  end  of  the  task  analysis  a  complete  audit 
trail  is  assembled,  put  in  order,  and  made  a  permanent  part  of  the 
documentation. 
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H-8.  Conclusion.  Task  analysis  is  the  comprehensive  colln  t  ion  ol 
task  specifii  data,  derived  from  a  variety  of  sources,  and  collected 
in  .1  variety  of  ways.  Task  analysis  data  forms  the  basis  for  all 
training  development  efforts.  Task  analysis  is  expensive  and  time 
consuming.  Once  the  analysis  is  completed,  all  too  often  the  data  is 
treated  as  if  it  were  etched  into  granite.  Recalling  ttiat  analysis 
is  seen  as  data  collection,  then  it  the  analyst  comes  across  some  new 
data  or  it  the  field  shows  that  earlier  data  was  incorrect,  attach 
the  new/modi tied  data,  along  with  its  justification,  to  the  old  task 
analysis  worksheet.  Hy  establishing  this  common  analysis  basis,  t  lie 
service  school  integrates  all  its  training  products.  RIMIHBIR:  A 
task  analysis  worksheet  will  he  prepared  tor  each  task  selected  tor 
t  ra i n i ng/cr i t i ca 1  t  ask . 
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TRADOC  PAM  351-4(T) 


PREFACE  TO  APPENDICES 


The  systems  approach  to  training  development  requires  that  many 
activities  occur  in  both  a  simultaneous  and/or  sequential  fashion. 

The  front  end  analysis  activities  certainly  form  the  basis  for  all 
subsequent  training  development  activities.  This  handbook  has 
described  the  major  elements  of  job  and  task  analysis.  There  are 
several  related  activities  (Site  Selection,  Job  Performance  Measures, 
Learning  Hierarchies  and  Job  Performance  Aids)  that  because  they  occur 
simultaneous  to  analysis  have  been  associated  with  it.  These  activities 
may  not  be  the  direct  responsibility  of  analysts,  but  because  they  are 
important  and  not  adequately  addressed  elsewhere,  a  brief  synopsis  of 
the  key  point  of  each  is  provided  to  integrate  these  activities  into 
the  total  systems  process. 
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APPENDIX  A 


8/4  FACTOR  MODELS 


A-l .  Purpose.  The  eight  and  four  factor  models  are  derived  from  an 
analysis  cf  relevant  factors  that  might  influence  the  performance  or 
training  of  a  task.  When  systematically  selecting  tasks  for  training, 
there  ust  be  a  basis  for  selections.  You  need  some  important  facts  to 
make  the  selection  decisions.  You  would  not  choose  to  train  a  task  that 
was  not  critical  to  the  mission,  was  not  difficult  to  learn,  that  was 
performed  by  only  a  small  percentage  of  job  incumbents,  and  was  rarely 
performed  at  all.  However,  you  could  not  know  these  facts  if  you  failed 
to  select  meaningful  criteria,  or  obtain  responses  from  job  incumbents 
and  others  as  to  what  degree  each  task  met  your  selected  criteria.  The 
descriptions  of  each  factor  and  examples  have  been  extracted  from  TRADOC 
Pam  350-30.  It  is  important  to  note  that  several  of  the  eight  factors 
have  direct  application  during  the  design  phase  of  training  development, 
and  may  be  collected  for  that  purpose  as  opposed  to  a  factor  used  in  a 
task  selection  plan. 


A-?.  percent  ner*orminn. 

a.  The  criterion,  "percentage  of  job  incumbents  who  perform  the  task" 
indicates  the  tasks  that  are  most  often  performed  on  the  job. 

EXAMPLE 

One  task  for  a  weather  technician  is  "answer 
telephone  inquiries  about  the  weather."  If  you 
found  that  96  percent  of  all  weather  technicians 
performed  this  task,  the  implications  for  training 
would  be  different  than  if  you  found  that  only 
10  percent  performed  it. 

b.  In  the  above  example,  if  only  10  percent  of  iob  incumbents  perform  a 
task,  there  is  a  strong  probability  that  90  percent  of  your  training 
resources  would  be  wasted  if  you  trained  all  weather  technicians  to 
perform  the  task.  To  obtain  data  for  determining  the  percentage  of  job 
incumbents  performing  each  task,  simply  ask  on  the  questionnaire,  "Do 

you  perform  this  task?"  Or  calculate  the  percentage  performing  from 
answers  to  other  related  questions.  If,  for  example,  in  collecting 
"frequency  of  task  performance"  data  one  of  the  possible  responses  is 
"never"  or  "do  not  perform,"  you  will  have  the  basic  data  for  deter¬ 
mining  the  percent  performing. 

A-3.  Percent  of  time  spent  performing. 

a.  The  percent  of  time  spgnt  performing  a  task  is,  a  criterion.  . 
suggesting  that  training  be  provided  to  assist  job  incumbents  in  efficiently 
performing  their  most  time  consumino  tasks. 

A-l 


EXAMPLE 


In  the  Protective  Equipment/Pressure  Suit  Specialty, 

6.67  percent  of  average  time  of  all  members  is  spent 
performing  the  task  of  "maintain  rigid  survival  kits." 

Only  0.16  percent  of  average  time  i$  spent  on  the 
task  of  "install  microphones  in  oxygen  masks."  If  more 
effective  training  could  increase  productivity  50  percent 
in  the  first  task,  3.33  percent  of  the  total  time  of  all 
members  might  be  saved.  This  would  be  a  significant 
savings.  However,  if  productivity  were  increased  50 
percent  for  the  second  task,  only  0.08  percent  of  the 
total  time  would  be  saved.  This  represents  a  much 
smaller  savings  opportunity. 

b.  To  obtain  data  for  determining  the  percentaae  of  time  spent  performina 
the  tasks  in  a  specialty,  inputs  are  required  from  a  large  number  of  job 
incumbents.  Usually  they  are  not  asked  to  state  the  percentage  of  their 
time  spent  on  each  task  because  such  a  question  would  be  very  difficult 
to  answer.  Instead,  they  are  usually  asked  to  rate  each  task  as  to  the 
amount  of  time  spent  performing  it  as  compared  to  their  other  tasks. 

EXAMPLE 


You  are  to  rate  the  relative  amount  of  time  you  spend 
performing  each  task  in  your  present  job.  Relative 
time  spent  means  the  total  time  you  spend  doing  the 
task  compared  with  the  time  you  spend  on  each  of  the 
other  tasks  in  your  present  job. 
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rrom  the  above  information,  a  computer  orogram  such  as  MI LPERCEN ' s 
Comprehensive  Occupational  Data  Analysis  Program  (CODAP)  can  compute 
and  print  out  the  average  percent  of  time  spent  by  members  of  the 
SDecialty  who  perform  the  task,  and  the  average  percent  of  time 
spent  by  all  members  of  the  specialty. 

A-4.  Consequences  of  inadequate  performance. 

a.  The  criterion  of  consequences  of  inadequate  performance  ooints 
to  the  need  for  selecting  tasks  for  training  that  are  essential  to  job 
performance,  when  needed,  even  if  they  are  seldom  performed.  The  con¬ 
sequences  of  inadequate  oerformance  on  certain  tasks  could  result  in 
injury  to  personnel,  loss  of  life,  or  damage  to  equipment.  Inadequate 
performance  could  have  a  serious  impact  on  the  mission,  the  operation, 
the  product,  the  equipment,  or  the  operator. 


EXAMPLES 

(1)  More  and  more  electronic  equipment  is  being 
transistorized  and  is  therefore  less  subject  to 
malfunction.  This  fact  should  reduce  the  amount 
of  maintenance  training  that  an  operator  requires. 

However,  there  may  be  a  number  of  malfunctions 
that,  although  occurring  very  infrequently,  would 
be  extremely  critical  if  immediate  corrective 
action  were  not  taken  by  the  operator.  Severe 
damage  to  the  equipment,  materials,  or  products 
might  result.  Under  such  circumstances,  the 
criticality  of  the  infrequently  used  tasks  is 

so  great  that  it  must  be  considered  in  choosing 
tasks  for  training. 

(2)  The  probable  consequences  of  inadequate  performance 
of  such  combat  tasks  as  "identify  enemy  aircraft" 
could  be  loss  of  life  and  equipment. 

(3)  The  probable  consequence  of  inadequate  performance 
of  the  task  of  "write  trip  report"  is  negligible. 

If  this  task  were  selected  for  training,  it  would 
be  on  the  basis  of  factors  other  than  probable 
consequences  of  inadequate  performance. 

b.  To  obtain  data  on  this  criterion,  individuals  familiar  with  the  job  are 
asked  to  rate  probable  consequences  of  inadequate  performance  of  each 
task  according  to  all  or  a  subset  of  such  categories  as  those  listed 
below. 

(l)  Extremely  low  if  performed  inadequately,  consequences  are 
negligible. 
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(2) 

Low. 

(3) 

Somewhat  below 

average . 

(4) 

Average . 

(5) 

Somewhat  above 

average . 

(6) 

High. 

(7) 

Extremely  high 

inadequate  performance  may  result  in  mission 

failure,  injury,  death,  or  damage  to  important  equipment. 

A- 5.  Task  delay  tolerance. 

a.  The  delay  tolerance  of  a  task  is  a  measure  of  how  much  delay  can 
be  tolerated  between  the  time  the  need  for  task  performance  becomes  evident 
and  the  time  the  actual  performance  begins.  There  are  some  tasks  normally 
encountered  by  job  incumbents  in  which  no  delay  can  ever  be  tolerated 
between  the  time  the  need  for  task  performance  becomes  evident  and  the 
time  the  actual  performance  must  begin.  The  job  incumbent  who  encounters 
the  task  must  be  capable  of  doing  it,  then  and  there,  without  needing  to 
read  task  procedures,  or  find  someone  to  advise  him  or  take  over  completely. 
For  other  tasks,  a  delay  of  a  few  minutes  or  perhaps  half  an  hour  might  be 
quite  acceptable,  or  even  mandatory,  while  the  job  incumbent  gets  advice, 
checks  technical  orders,  regulations,  etc.  And  for  some  tasks,  there 
might  be  time  to  assemble  a  group  of  experts  to  confer  before  proceeding. 

The  delay  tolerance  of  a  task  is  a  measure  of  how  much  delay  can  be 
tolerated  between  the  time  the  need  for  task  performance  becomes  evident 
and  the  time  the  actual  performance  begins.  The  following  are  examples 
cf  low  delay  tolerance  tasks  requiring  immediate  performance: 

EXAMPLES 

1 . 


2. 


3. 

4. 

5. 


Use  artificial  respiration  to  restore  the  breathing  of 
an  accident  victim. 

Pull  ripcord  of  emergency  parachute  if  main  parachute 
fail s. 

Warn  suspect  of  his  legal  rights  before  questioning. 

Film  historic  occasion  for  official  records. 

Extinguish  fire  in  aircraft  engine  during  startup  on 
flight  line. 
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b.  Tasks  determined  to  have  a  low  delay  tolerance  should  be  given 
relatively  high  priority  for  selection  for  training.  Examples  of  tasks 
having  a  hi gher  delay  tolerance,  thereby  permitting  performance  delay, 
would  include: 

EXAMPLES 

1.  Review  books  for  unit  library. 

2.  Refill  fire  extinguisher  after  use. 

3.  Advise  major  command  of  unit  manning  problem. 

4.  Fit  microphones  in  aircrew  oxygen  masks. 

c.  A  high  delay  tolerance  does  not  exclude  a  task  from  training,  but 
indicates  that  other  factors  will  be  more  of  a  basis  for  acceptance  or 
rejection.  To  obtain  data  on  this  criterion,  individuals  who  are  familiar 
with  the  job  are  asked  to  rate  the  amount  of  delay  that  can  be  tolerated 
before  task  performance  begins,  according  to  all  or  a  subset  of  such 
categories  as  those  listed  below. 

(1)  Extremely  low  -  performance  can  be  put  off  indefinitely: 
almost  never  urgent. 

(2)  Low. 

(3)  Somewhat  below  average. 

(4)  Average. 

(5)  Somewhat  above  average. 

(6)  High. 

(7)  Extremely  high  task  performance  must  begin  instantly. 

A- 6.  Frequency  of  performance. 

a.  While  the  probable  consequences  of  inadequate  performance  of  a 
particular  task  are  serious  and  the  task  delay  tolerance  is  low,  the  task 
might  still  rate  low  for  training  priority  if  it  is  rarely  performed. 

EXAMPLE 


For  a  medical  corpsman,  the  task  of  "deliver  baby"  is  so 
rarely  performed  that  it  probably  would  not  be  trained 
in  spite  of  the  serious  consequences  of  inadequate  perfor¬ 
mance  and  the  relatively  low  task  delay  tolerance. 


b.  On  the  other  hand,  if  a  task  is  performed  frequently,  the  pay-off 
in  terms  of  return  on  training  dollars  expended  is  likely  to  be  great 
particularly  if  there  is  a  known  "best  way"  to  perform  the  task.  A  prac¬ 
tical  way  to  collect  frequency  of  performance  data  on  tasks  is  to  rate 
their  frequency  of  performance  on  a  scale  such  as  the  following: 

( 1 )  Never  perform . 

(2)  Less  than  once  per  month. 

(3)  At  least  monthly,  but  less  than  twice  per  week. 

(4)  Twice  per  week  or  more. 

A- 7.  Task  learning  difficulty. 

a.  The  learning  difficulty  of  a  task  refers  to  the  time,  effort, 
and  assistance  required  to  achieve  performance  proficiency.  Some  tasks 
encountered  in  each  specialty  are  so  easy  or  so  familiar  that  they  can 
be  readily  "picked  up"  on  the  job  without  formal  training.  At  the  other 
extreme,  some  tasks  are  so  complicated  that  a  job  incumbent  can  perform 
them  adequately  only  after  lengthy,  formal  training.  Other  tasks  lie 
somewhere  between  these  extremes  and  require  different  levels  of  train¬ 
ing.  Tasks  easy  enough  to  be  "picked  up"  on  the  job  without  training 
might  be: 

EXAMPLES 


(1.)  Sweep  floors. 

(2.)  Collect  food  trays  from  patients  in  hospital  wards. 
(3.)  Distribute  unclassified  correspondence  in  an  office. 
Tasks  requiring  lengthy,  formal  training  might  be: 

EXAMPLES 


(1.)  Diagnose  malfunction  in  an  airborne  radar  weapons 
system. 

(2.)  Defuse  unexploded  enemy  bombs. 

(3.)  Identify  parasites  in  clinical  specimens. 

b.  To  obtain  data  on  the  factor  of  task  learning  difficulty,  job 
incumbents  or  others  might  be  asked  to  rate  tasks  they  perform  as  to  the 
training  time  required  to  achieve  proficiency,  or  as  to  the  difficulty 
of  "picking  up"  the  task  on  the  job  without  formal  training.  The 
following  rating  scale  might  be  used: 


(1)  Extremely  low  -  extremely  easy  to  "pick  up"  without  system¬ 
atic  training. 


(2) 

Low. 

(3) 

Somewhat  below  average. 

(4) 

Average. 

(5) 

Somewhat  above  average. 

(6) 

High. 

(7) 

systematic 

Extremely  high  -  extremely  difficult  to  learn  without 
training. 

A-8.  Probability  of  deficient  performance. 

a.  The  criterion  of  probability  of  deficient  performance  insures 
that  training  is  given  in  those  essential  job  skills  in  which  job 
incumbents  frequently  perform  poorly,  [n  any  job,  some  tasks  are  more 
difficult  to  accomplish  (or  easier  to  bungle)  than  others.  By  tab¬ 
ulating  the  judgments  of  knowledgeable  personnel  regarding  the  proba¬ 
bility  of  deficient  performance,  a  list  of  these  poorly  performed  tasks 
can  be  produced.  Training  of  these  tasks,  regardless  of  their  cri¬ 
ticality,  must  be  given  serious  consideration. 

EXAMPLES 

1 . 

If  equipment  downtime  is  often  caused  by  faulty 
soldering,  this  skill  may  require  additional 
emphasis  in  a  list  of  tasks  selected  for  training 
of  repairmen. 

2. 

If  widespread  theft  of  items  guarded  by  military 
police  is  a  problem,  the  tasks  of  "guard  packages, 
materials,  and  property"  and  "prepare  physical 
security  plans"  may  require  additional  emphasis. 

b.  To  obtain  data  on  the  criterion  of  probability  of  deficient 
performance,  supervisors  of  job  incumbents  might  be  asked  to  rate  each 
task  as  to  how  often,  according  to  the  scale  below,  subordinates  in  the 
DOS  perform  the  task  in  an  unacceptable  manner: 
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(1) 

Rarely  i f  ever. 

(2) 

Less  often  than  other 

tasks. 

(3) 

About  as  often  as  other  tasks 

(4) 

More  often  than  other 

tasks. 

(5) 

Very  often. 

A-9.  Immediacy  oi  performance  or  time  between  job  entry  and  task 
performance . 

a.  The  criterion  of  the  time  interval  between  completion  of  train¬ 
ing  and  performance  of  the  task  on  the  job  has  some  significance  in 
selecting  tasks  for  training.  Here,  the  determining  factors  are: 

(1  )  Whether  or  not  there  is  a  high  probability  of  the 

graduate  encountering  the  task  on  the  job  fairly  soon 
after  completing  training.  "Fairly  soon"  means,  in 
this  context,  that  tasks  encountered  within  the  first 
year  after  training  would,  everything  else  being  equal, 
be  weighed  more  heavily  for  selection  than  those  not 
encountered  until  one  to  two  years  later. 

(2)  The  predicted  or  measured  amount  of  decay  of  the  skill 
that  will  take  place  during  the  time  interval. 

X AMPLE 

The  ability  to  send  and  receive  Morse  Code  is  a 
relatively  difficult  skill  to  acquire.  If  the 
skill  is  not  used,  a  considerable  amount  of  decay 
is  certain  to  occur.  If  the  skill  is  only  rarely 
needed  by  personnel,  it  may  be  wise  to  exclude  the 
task  in  the  training  given  to  all  trainees.  However, 
if  the  skill  is  likely  to  be  used  immediately  after 
graduation  by  most  graduates,  it  probably  should  be 
included  in  the  training  for  all  trainees. 

b.  To  obtain  data  on  this  criterion  job  incumbents  and  others  might 
be  asked  to  rate  the  time  between  job  entry  and  task  performance  on  a 
scale  such  as  the  following: 

(1  )  Task  not  yet  performed. 

(2)  Task  first  performed  more  than  4  years  after  assignment. 
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(3)  Task  first  performed  between  2  and  4  years  after 
assignment. 

(4)  Task  first  performed  between  1  and  2  years  after 
assignment. 


(5)  Task  first  performed  between  6  months  and  1  year  after 
assignment. 

(6)  Task  first  performed  between  3  months  and  6  months  after 
assignment. 


(7)  Task  performed  during  first  3  mont.is  of  assignment. 


A-10.  Procedure.  Because  of  the  comprehensiveness  and  complexity  of 
the  factors,  it  is  not  easy  to  just  combine  all  factors  and  pick  the 
most  important  tasks.  In  fact  the  combination  of  all  eight  values  is 
not  recommended.  For  this  reason  the  four  factor  model  emerged,  as 
being  the  four  most  important  factors.  Still  the  combination  of  dif¬ 
ferent  factors  is  difficult.  One  strategy  involves  the  command  des¬ 
ignating  the  most  important  factor(s).  Then  an  arbitrary  value  is 
specified  as  a  cut  point.  If  a  task  is  above  that  cut  point,  it  is 
selected  for  training,  below  it--rejectcd.  Then  the  factors  can  be 
combined,  with  respective  cut  scores  indicating  the  most  important 
tasks. 


EXAMPLE 


For  combat  tasks,  the  factor  of  Consequences  of  Inadequate 
Performance  may  be  important.  Thus  any  task  over  6.0 
(serious)  would  be  selected.  Perhaps  the  commanuer  might 
also  feel  that  a  large  percentage  of  performers  indicates 
a  task  should  be  trained.  Thus  only  tasks  with  over  50 
of  the  incumbents  performing  would  be  selected.  Combining 
these  two  cut  scores  would  mean  that  all  tasks  performed 
by  50  of  the  soldiers  and  scoring  6.0  or  higher  on  Con 
sequences  of  Inadequate  Performance  would  be  selected  for 
training.  In  this  way,  the  commander  can  influence  what 
are  the  important  factors  for  selecting  tasks.  (Note  that 
the  establishment  of  the  cut  point  is  arbitrary  and  as  the 
number  of  significant  factors  increases,  the  model  become? 
more  difficult  to  manage). 

A- 1 1 .  Conclusion.  The  eight  factor  model  is  the  most  comprehensive 
task  selection  model.  Yet  its  comprehensiveness  is  its  shortfall. 
Combining  the  factors  is  difficult  and  awkward.  It  is  important  to  note 
that  the  data  collected  as  part  of  this  model  may  be  very  valuable  to 
the  designer  of  training  products  or  lessons  that  this  data  should  be 
made  available  and  even  provided  to  the  designers. 


A-9 


A-12.  Example  of  8  factor  task  selection  model. 

a.  The  following  example  has  been  developed  to  demonstrate  how 
the  8  factor  model  could  be  utilized  in  the  task  selection  for 
training  process.  The  sample  5  tasks  are  tasks  that  could  be 
derived  from  a  95B10  military  policeman  task  inventory.  Recognize 
that  the  total  inventory  of  tasks  for  95B10  could  be  500  different 
tasks  and  the  task  selection  board  would  have  to  select  the  subset 
of  these  tasks  that  will  be  formally  trained.  The  five  tasks  listed 
were  just  "pulled"  out  of  the  inventory  to  provide  a  manageable 
example  (fig  A-l ). 


b.  Using  the  fabricated  data  that  has  been  placed  in  each  block, 
it  is  obvious  that  using  the  8  factor  model  without  some  coimand 
guidance  is  impossible.  Someone  must  specify  which  of  the  8  factors 
are  most  important.  Assuming  that  the  conmandant  of  the  MP  school 
has  stated  that  the  factors  that  he  feels  are  most  important  are: 
percent  performing,  consequences  of  inadequate  performance,  and  task 
delay  tolerance,  and  that  task  learning  difficulty  and  inmediacy  are 
less  important,  then  the  task  selection  board  can  use  this  data. 
Establishing  cut  scores  is  arbitrary,  for  these  factors  the  following 
cut  scores  were  stated: 

Percent  Performing  -  40% 

Consequences  of  Inadequate  Performance  -  5 
Task  Delay  Tolerance  -  3 
Task  Learning  Difficulty  -  4 
Immediacy  -  5 

c.  Using  the  3  primary  factors  specified  by  the  Conmandant,  and 
the  respective  cut  scores  established  (note  that  Task  Delay  Tolerance 
is  an  inverted  scale,  with  low  being  most  important)  the  following 
tasks  met  each  criteria:  Tasks  #1,  4,  5  (fig  A-2). 
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In  this  way  the  commandant  lias  directly  influenced  the  tasks  that 
are  selected  for  training.  vet  data  has  boon  collected  on  a  variety 
ot  (actors  and  will  he  available  throughout  subsequent  design  efforts. 
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2  Task  Usage 
f  A.  Active  Component 

1  6.  Reserve  Component 

~  NG 

Reserve 

Comments _ 


C.  Mobilization 
Comments  _ 


WORKSHEET 


3.  T ype  Analysis: 

If  Revision,  Why5 


4.  Admin  Data 

A.  Date  Initiated _ 

B.  Completion  Date  _ 

C.  Analyst  s  Name _ 

Rank  _ 

Office  File  Symbol  _ 

Telephone  Number  _ 

D.  Interschool  Coordinate  Comments 


Revision 


Specialty 


>.  Survey  Data  Field  Feedback 

|  A.  ACSP.  Date  Inventory  Submitted  to  MODD  _ 

MODD  Coordination  Comments  _ _ 


C.  F 


12.  Equipment  Used  with  to  Perform  Task: 


14.  Task  Selection  Data  (Fill  in  only  those  used): 

A.  8  4  Factor  Data: 

(1)  Perc  ent  Performing  _ 

(2)  Time  between  Training  and  Task 

Performance _ 

(3)  Frequency  of  Performance _ 

(4)  Time  Spent  Performing  Task _ 

(5)  Consequences  of  Inadequate  Performance 


(6)  Probability  of  Inadequate  Performance 


(7)  Task  Delay  Tolerance 

(8)  Task  Difficulty  - 


15.  Miscellaneous  Data/Comments: 


B.  Training  Emphasis  Data 


C.  DIF  Data: 


D.  Peacetime  Wartime  Data: 
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Skills  and  Knowledges  Required  (Functional  or  Specific)  for  Task  (Attach  additional  sheet,  if  required), 
iline  Entry  Level: 


II  Hierarchy: 


B-l 


16.  Performance  Elements  Steps:  (Diagrams,  if  desired 
required,  should  be  attached,  as  applicable). 


17.  Cues: 


18.  Conditions: 


- 
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DATA  SOURCE  LIST 


Data  Requirement 


1 .  Job  analysis 


Task  inventory  preparation 


Job  data 


Where  Obtained 


Duty  positions 


AR  611-201  and  CODAP 
survey 


Target  Population  Data 


%  soldiers  in  MOS  by  skill  level 
with  English  as  second  language 


survey  of  units  Aug  79 


2.  Task  analysis 


Equipment  on  job 
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FLOWCHART  FOR  ASSESSING 
REQUIRED  ABILITIES/SKILLS 


T 


In  order  to  perform  the 
Uik .  1*  It  "KHJiry 
that  the  person  know 
the  English  language? 


vJ/W 


Is  It  necessary  to  listen  to 
and  understand  spoken  English 
sentences? 


Is  it  necessary  to  need  ana 
I  understand  written  English 
senter  es  and  paragraphs’ 


_£ 


Assuming  tnat  the  person 

Must  ne  communicate  through 

Is  knovledgablc  about 

s Dealing  so  that  others  will  I 

(  101  )  y 

a  subject  or  topic. 

TES  \ 

understand  his  Information? 

1 - - - I 

Must  he  coranumcate  through 
writing  so  that  otners  -’ll 
understand  his  information? 


k 

Must  the  person  be  able  i 
to  remember  or  memorize  ( 

IIS _ 

_ J 

-EM0RIZAT10N 

procedures, 

things? 

or  other 

J L 


Can  problems.  mistakes 
or  malfunctions  occur  in 
this  task  or  as  part  of 
the  task? 

e.g.  -Machinery  isn't 
operating 
correctly 


j  Is  it  important  that  these 
1  are  recoqnlzed  t>y  the  person 
j  performing  the  task? 


-Seamstress  notices 
machine  stitches  are 
too  tight 

-Teacher  recognizes  child 
has  a  nearing  problem 
-Proofreader  finds  typing 
errors 


JL 


I  Does  this  task  reouire 
I  that  the  person  be 


-Produce  unusual 
and  clever  ideas 
on  a  topic 
-Create  nove 
solutions  to 
problems 


lontmue 


D-l 


CtoM  Ut«  task  r»qutrt  tfte 
person  to  develop 
procedures  »h *r»  standard, 
procedures  are  not 
appll cable? 


■Use  a  credit  cerd 
to  open  4  locked 
dOOr 

»%*e  Jobs  «ore 
Interesting  for 
subordinates 
Invent  «  nee  fuel 
to  power 
4uto<eot)1  les 


ORIGINALITY 


C>.es  tM  test  require  the 
person  to  use  loqlcel 
thought  processes  or 
reasoning? 


Host  tnese  e*plain  d<  verse 
pieces  of  infonnatior? 


-Diagnose  a  disease 
using  result;  from  man 
lab  tests 

■Decide  which  student 
characteristics  are 
related  to  future 
success 

•Oecide  on  the  best  way 
to  organize  the  office 
filing  system 


f*ist  the  oerson  generate 
; rules  or  principles? 


Must  tnese  rules  tell  ho*  to 
group  a  set  of  things  in 
di fferent  ways  7 


ways  to  sort  nails-- 
length,  metal 

-Gi ve  a  set  of  rules  to 
classifv  fl«»ers-- 
slze,  jplor,  sc«nt, 
use; 

Construct  classificatioi 
systems  for  synthetic 
fibers-'Cost.  strength 
elasticity,  melting 


CATEGORY 

FLEXIBILITY 


t  the  oerson  appl 
e*1st1ng  rules  or 

principles? 


Are  they  applied  to  specific 
cases  to  arrive  at  logical 

answers  ? 


DEDUCTIVE 

REASONING 


■know  you  can  coast  down 
a  hill  due  tc  gravity 
when  you  ve  run  out 
of  gas 

■Use  laws  of  economics  ( 
m  selecting  stocks 
■Oesign  an  aircraft  wing 
using  the  principles  of 
aerodynamics 


Are  trie/  used  to  Order  or 
arrange  th'iqs  in  a  specified 
order ? 


-Put  invoices  m 
numerical  order 
•Arranqe  sentences  '"to 
a  paragraph  that  ma *es 
sense 

■0 roer  tne  sequence  of 
cnectout  procedures  for 
tne  Apollc  'ocaet  so 
the  least  amount  of 
tine  'S  e*penaed 


INFORMATION 

growing 


Joes  the  tas*  i.  .o’»e 
an,  mathematical  or 
nuner’cal  concepts’ 


Must  the  person  design  or 
argintie  •  prob'*.*  using 
ma  tr  ema  t  ■ :  j '  concepts’  Actual 
calculations  and  computations 
are  not  required) 


MATHEMATICAL 

SEASONING 


-Set  up  a  problem  to 
determine  now  muc-  10 
oranges  will  cost  wnen 
they  are  2  for  2  >i 
•Secidi  no*,  to  calculate 
profits  to  determine 
si/e  of  Christmas 
Bonuses 

■Determine  mathematics 
for  simulating  a  iunar 
approach  and  landing 


Does  the  tas*  -equire  that  tne 
person  perform  mathematical 
calculations.  Sucn  as.  adding, 
Subtracting,  multiplying  or 
dividing? 


NtiHJER 

FACILin 


-Add  2  and  ? 

-Balance  checking  account 
*ith  montMy  statement 

-Compute  mte'est  payment 
from  investments 


-S  it  necessary  f or  the 
person  to  produce  a 
"umoer  of  'deas  about  a 
giver  topic,  regardless 
of  duality.  ’ n  order  to 
perform  tne  task 
satisfactorily’ 


FLUENCY 


Name  4  brands  of 
tooth  paste 
-Think  of  as  many 
names  as  oossible 
for  the  name  of  a 
new  research  firm 
■Name  all  of  the 
possible  problems 
•hich  might  occur 
with  a  space 
launch 


l  OCAS 


'1»  iensori 


»«  ’.ji» 

or  «ior*  IJgrttl' 


.Vw  t"e 

•  t  -s,  •  r  '*>7  fli  tn  *-,e 
t*«  t«4«  • 


■  '  r »t  nvtrjc: 


n<i  '  if  >rtat1i}n 
0*  •-'>«*  tjs* 

■l**  !4S»  «Ou)<2  n;t 
■  -  t*Put  • t  1 


flUIBlLin- 


:losore 


ttrwtwr*  tV  "foro^; 
•"t.-  « 


>0"  «ir<i.  in 
t"**  JJttern 


CLOSltfU 


-  •  -  .... 

J'»tract-  -n*  »nicn  j rt 
10t  Mr  t  of  tfe  Ktu4’ 
!«»’ 


•  >  t  u<J*  *  Jr  4«  etJ- 
,f»  *  'Whitt  cf 
■W'*r  c«*»dror* 
■U»ten  to  tnt 

>  I  ,U«n*r 

!< 

•»  '-7  tjl*cf 


SELECTIVE 

■»rTENTIJN 


.in* '  r*i,e 


_ 

3004  t.V  JOrvn  > 

*Qm  wfii  Up 

'  'jofciog  <pr  <n 

1  f-O 

*  i  - ’ ' C » ! n 7  out 

th*  'otter  1 

'  ' "  4  lewtpilOtr 

the  UU  'Tovjtne 
VI t  the  person  *>e  it)  Iff 
to  '  ,'W  ne^til  ■’age*  o f 
ho»  something  m‘  » 
after  it  H  moved  around 
jr  i ts  parts  n*ve  Deen 
re-arranged? 


•>agine  »•  <•  '  1  put 
piper  tn  4  t/oe- 
»nter  so  letter- 
head  cornel  Put  on 
too 

.  -sagine  he*  tp  cut 
‘pH  «  piece 
p»  pacer  to  r,4*e 
i  .  -De 

■Anticipate  future 
novel  in  a  chess 

^a<ne 


Cues  the  tas«  require 
the  ,-erson  to  use  a 
significant  amount  of 
pflyt'Ci  auli  e  Strenqt* 


■  3u»n.  pul  1 ,  tnro*. 
or  move  an  ooiect 
pr  one’s  t>Odv 


Is  t-e  muse  'e  strength 
continuous  ? 


STATIC 

STRENGTH 


•,i‘t  a  lining  room 
cnait* 

■Rush  open  a  stuck 
loor 

.i.ift  front  end  of  a 


ts  the  muscle  strength  in 
short  hursts’ 


■Oi »e  into  a  pool 
•Drive  a  golf  hall  JOG 
yards 

•  Do  the  I '30  yard  dash 
-win  the  O'vmpic  shot- 
put  event 


EXPLOSIVE 

STRENGTH 


Continu# 


uiuns  »oc» 

h.uii  :i«k« 


«./  fun, 


t  ,•  if  t''*' 
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INITIAL  TRAINING  SITE  RECOMMENDATION 


E-l.  Purpose.  The  Anny  has  the  option  of  training  soldiers  before  they 
are  sent  to  the  unit,  while  in  the  unit,  or  choosing  to  not  train  on  a 
given  set  of  tasks.  Most  MOS  have  several  different  duty  positions 
within  each  skill  level  and  require  different  skills,  knowledges,  and 
abilities.  Due  to  the  size  of  the  Army  and  the  nature  of  the  system,  it 
is  presently  not  possible  to  predict  while  in  training  which  of  these 
specific  duty  positions  the  soldier  will  occupy  after  training.  The 
service  school  must  identify  where  every  task  selected  for  training  in 
an  MOS  will  be  trained.  This  training  development  decision  requires 
extensive  management  input.  It  is  an  evolutionary  process  that  begins 
with  a  suggestion  from  the  analyst,  progresses  to  a  Site  Selection  Board 
that  recommends  a  training  site,  and  ends  with  the  designer  refining  and 
selecting  the  actual  training  site.  The  process  to  be  proposed  in  this 
pamphlet  is  designed  to  be  simple,  yet  provide  a  reasonable  estimate  of 
where  to  train  a  given  set  of  tasks.  It  is  not  directive  in  nature, 
rather  it  is  suggested  as  a  quality  control  measure  for  this  management 
decision. 


E -2.  Background. 

a.  The  procedure  in  determining  where  a  task  is  trained,  does  not 
begin  with  the  task,  but  with  the  officer  or  enlisted  specialty.  The 
systems  approach  to  training  is  derived  from  its  orientation  towards  the 
job.  If  in  the  decision  of  where  to  train  a  task,  the  orientation  is 
down  to  the  task,  then  the  value  of  that  decision  is  highly  suspect. 

b.  The  analyst  develops  an  opinion  about  the  specialty  and  how  it 
should  be  trained.  Although  this  opinion  may  not  be  empirically  derived 
it  should  be  made  a  matter  of  record.  This  initial  recommendation  is 
derived  from  a  gut  feeling  about  the  job  that  normally  develops  during 
analysis.  It  should  be  provided  to  the  Site-Selection  Board  (as  noted 
on  the  task  analysis  worksheet)  for  each  task  that  the  analyst  desires 
to  make  a  site  recommendation  on.  This  handbook  defines  the  role  of  the 
job  analyst  and/or  task  analyst  in  terms  of  the  data  to  be  collected. 

The  analyst  is  the  collector  of  this  information,  rather  than  the  user. 

For  this  reason,  the  first  formal  recommendation  of  where  a  task  should 

be  trained  is  made  by  a  Site-Selection  Board  (note:  this  board  is  suggested 
but  not  a  requirement  of  the  site  selection  process). 


c.  This  Board  formulates  recommendations  describing  where  the  task 
"selected  for  training"  will  be  trained.  No  selection  board  will  ever 
have  a  100  percent  correct  "selection 
accurate  as 
Site-Selection  Board. 


percent  correct  "selection  record."  The  goal  Is  to  be  as 
;  possible  considering  the  present  state  of  adoption  by  the 


E-l 


1-3. 


Procedure . 


a.  The  Site  Selection  Board  begins  by  examining  the  specialty  in 
terms  of  its  various  job/duty  positions.  Ihe  first  decision  on  whether 
to  train  in  the  institution  or  in  the  unit  is  based  upon  the  percent  of 
people  in  the  MOS,  in  each  duty  position.  If  a  specific  duty  position 
accounts  for  a  substantial  percentage  ot  the  personnel  within  an  MOS, 
then  that  duty  position  is  identified  to  be  trained  in  the  institution. 

(or  example,  for  MOS  %B,  Military  Police,  at  Skill  level  1,  there  are 
several  different  duty  positions,  to  list  just  a  few  mi  1 i tary  police, 
desk  clerk,  radio  dispatch  clerk,  fingerprint  clerk,  machinegunner , 
investigator,  prisoner-of-war  processing  specialist,  etc.  The  majority 

of  these  duty  positions  account  for  a  relatively  small  percent  ot  the  * 

total  MOS  strength  .  In  this  example, the  decision  is  easy  because  the 
position  of  military  police  accounts  for  approximately  60  percent  ot  the 
MOS  for  Skill  level  1.  Not  all  MOS  are  that  obvious.  (See  appendix  (  for 
another  example,  MOS  63B.) 

b.  What  is  a  substantial  percentage  of  personnel  within  an  MOS  in  a 
duty  position  that  would  justify  institutional  training?  This  answer 
must  be  determined  by  the  training  managers  within  each  service  school. 

It  would  be  ill  advised  to  establish  a  TRADOC-wide  cut  level  (Yet  as  a 
guideline  for  reference  purposes,  40  percent  of  an  MOS  in  a  duty  position 
could  be  defined  as  substantial). 

c.  Because  a  duty  position  is  designated  for  institutional  train¬ 
ing,  not  all  of  its  tasks  "selected  for  training"  have  to  be  trained  in 
the  Institution.  Similarly,  all  tasks  which  are  part  of  a  duty  position 
designated  for  unit  training,  may  not  be  trained  in  the  unit.  The 
decision  of  where  tasks  are  to  be  trained  is  the  second  phase  of  site 
selection  (e.g.,  limited  availability  of  simulators,  costs,  or  other 
identified  management/resource  limitations).  These  factors  must  be 
identified  and  explained  early  on  in  the  commandant's  training  strategy/ 
philosophy  for  use  by  analysts  and  the  site  selection  board. 

d.  Once  a  duty  position  has  been  designated  for  either  institution 
or  unit  training,  then  each  task  is  reviewed  by  the  Site-Selection 
Board.  The  Board  should  utilise  the  following  factors  in  deciding 
whether  the  task  is  to  be  retained  in  its  present  site:  percent  per¬ 
forming,  performed  within  the  first  6  months  after  training,  and  not 
constrained  by  site. 
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e.  For  institutional  training,  if  a  task  is  performed  by  a  large 
percentage  of  the  duty  position,  and  within  the  first  six  months,  it 
would  be  '•etained  for  training  within  the  institution,  provided  there 
are  no  constraints.  If  there  are  constraints  or  if  it  is  not  performed 
within  *he  first  6  months,  then  that  task  would  be  moved  to  unit  training. 
For  those  duty  positions  designated  for  unit  training,  the  same  guidelines 
apply,  only  reversed.  If  a  task  is  performed  by  a  small  percentage  of 
the  specialty  but  not  within  the  first  6  months  after  training,  then  it 

is  retained  for  training  in  the  unit,  provided  there  are  no  constraints. 

If  the  e  are  constraints,  or  ii  it  is  performed  within  the  first  6 
months  after  training,  then  on  a  tasj<-by_-ta_sk  basis  a  decision  will  have 
to  be  made  weighing  the  constraints  of  training  in  either  environment, 
the  inclusion  of  a  task  in  institutional  training  (everyone  trained), 
and  training  in  the  unit,  acknowledging  that  the  task  is  performed  soon 
after  assignment. 

f.  There  will  be  common  tasks  between  duty  positions.  If  a  task  is 
part  of  a  duty  position  scheduled  for  institutional  training,  and  placed 
there  then  all  other  duty  positions  with  that  task  can  assign  it  to 
institutional  training  automatically.  This  process  has  a  weakness  in 
its  simplicity.  Certainly,  more  factors  could  be  incorporated  such  as, 
complexity  of  task,  transferability  of  knowledge,  safety,  etc.  The  goal 
of  site  selection  at  the  end  of  job  and  task  analysis  is  to  have  a 
simple  procedure  that  can  be  followed  and  provide  reasonable  site 
recommendations  to  the  designer  and  concurrently  to  the  resource  manager 
(A  simplified  portrayal  of  the  process  is  shown  in  figure  E-l).  As  the 
complexity  of  the  process  increases,  its  functionality  may  deteriorate. 

g.  The  Army  has  a  problem  in  projecting  or  identifying  the  specific 
job  that  a  person  will  occupy  upon  completion  of  training.  If  the  job 
can  be  identified,  then  the  imprecision  of  the  present  site  selection 
process  can  be  improved.  Until  that  day,  the  training  manager  has  a 
challenging  mission  in  allocating  training  resources  to  the  appropriate 
training  site.  The  Site  Selection  Board  must  make  its  best  recommen¬ 
dation  as  to  where  specific  tasks  should  be  trained.  This  estimate 
becomes  the  projection,  in  training  dollars,  that  is  fed  into  the 
resource  management  cycle. 

h.  Because  of  the  similarity  of  the  Task  Selection  for  Training 
Board  and  the  Site  Selection  Board,  the  guidelines  suggested  in  Chapter 
7  regarding:  composition,  size,  and  chairmanship  should  apply.  The 
boards  do  have  dissimilar  products  but  should  not  be  composed  of  the 
same  members. 
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i.  At  the  completion  of  the  task  analysis,  as  the  final  data  is  ac¬ 
quired,  the  designer  makes  the  final  decision  on  the  training  site  for 
each  task.  Whenever  a  site  selection  board  is  held  (school/agency 
dependent),  i t  must  be  understood  that  the  final  decision  can  not  be  made 
until  after  the  task  analysis  process  is  complete. 

E-4.  Mobilization.  A  consideration  introduced,  after  the  task  has  been 
tentatively  designated  to  a  training  site,  is  the  potential  for  war. 
During  peacetime  the  Army  trains  soldiers  on  the  critical  tasks  both  in 
the  institution  and/or  the  unit.  However  during  a  mobilization  the  Army 
may  not  have  this  extended  training  opportunity  and  it  may  have  to 
conduct  all  of  its  training  in  basic  and  AIT  under  a  compressed  time 
schedule.  The  training  [Managers  must  address  the  potential  implications 
of  a  mobilization  and  how  it  would  affect  the  training  base  in  terms  of 
tasks  to  be  trained,  amount  of  additional  time  required,  and  other 
resoui ce  implications. 


INITIAL  SITE 

F«"  e-i  SELECTION  PROCESS 
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SITE  SELECTION  EXAMPLE 


F-l.  General .  The  process  of  selecting  tasks  for  training  (critical 
tasks)  and  recommending  a  site  selection  for  each  task  is  complex.  The 
following  example  shows  how  the  process  might  be  adapted  to  the  MOS 
(63B)  wheel  vehicle  mechanic.  This  MOS  has  been  selected  as  an  example 
to  show  the  entire  process  of  selecting  tasks  for  training  and  recom¬ 
mending  where  each  task  is  trained.  This  example  is  placed  in  the 
context  of  the  whole  job  analysis,  task  analysis  process.  The  job  to  be 
analyzed  is  MOS  63B  (Skill  Level  1). 

F-2.  63B10  MOS  (wheel  vehicle  mechanic).  This  job  has  three  different 

duty  positions:  Tire  Repairer,  Mechanic,  and  Wrecker  Operator.  Con¬ 
tained  within  this  job  there  are  approximately  18  different  duties, 
ranging  from:  perform  power  train  component  maintenance,  perform 
gasol ine/diesel  engine  electrical  system  maintenance,  perform  brake 
maintenance,  perform  tire  repairer  duties,  and  perform  wrecker  operator/ 
recovery  operation  duties. 

F-3.  Procedure. 

a.  The  task  inventory  of  these  different  duty  positions  is  composed 
of  approximately  633  tasks.  The  Task  Selection  Board  (hypothetically) 
selected  167  of  these  tasks  for  training,  using  the  procedures  described 
in  chapter  7.  The  task  analysis  effort  was  then  directed  to  these  167 
tasks.  The  task  analysis  was  conducted  in  accordance  with  the  pro¬ 
cedures  described  in  chapter  8. 

b.  The  site  selection  recommendation  was  made  by  a  Site  Selection 
Board  using  the  procedures  described  in  Appendix  E.  Considering  the 
total  MOS  and  all  skill  levels,  approximately  70  percent  of  the  total 
authorized  force  was  found  in  the  first  skill  level  of  this  MOS.  For 
that  skill  level,  approximately  50  percent  of  the  soldiers  were  tire 
repairers,  43  percent  were  wheel  vehicle  mechanics,  and  7  percent  were 
wrecker  operators.  Using  the  hypothesized  cutoff  score  of  40  percent  to 
designate  whether  a  duty  position  is  trained  institutionally  or  in  the 
unit,  the  tire  repairer  and  mechanic  duty  positions  were  both  initially 
designated  to  be  trained  at  the  institution,  and  the  wrecker  operator 
duty  position  trained  in  the  unit. 

c.  A  detailed  analysis  of  each  duty  position  showed  that  of  the  167 
critical  tasks,  the  position  of  tire  repairer  had  85  critical  tasks,  the 
position  of  wheel  vehicle  mechanic  had  82  critical  tasks,  and  the 
wrecker  operator  position  had  67  critical  tasksv(fig  F-l). 


To  help  understand  this  analysis  of  how  tasks  would  be  given  an  initial 
training  site,  look  at  figure  f-1  and  follow  each  step. 

d.  Considering  first  the  institutional  training,  the  position  of 
tire  repairer  had  85  critical  tasks.  On  a  task-by-task  basis,  each  task 
was  examined  in  terms  of  the  percent  of  soldiers  performing  it  and 
whether  the  task  was  performed  within  the  first  6  months  after  training. 
Sixty  tasks  had  a  relatively  high  percent  performance  and  were  performed 
within  the  first  6  months  after  training.  Of  these  60  tasks,  7  tasks 
could  not  be  trained  institutionally  because  of  resource  constraints. 

Of  the  25  tasks  not  performed  within  the  first  6  months  after  training, 
only  2  could  not  be  trained  in  the  unit.  Accordingly,  for  the  duty 
position  of  tire  repairer:  85  asks  were  originally  identified  as 
critical,  55  tasks  were  finally  recommended  for  institutional  training, 
and  30  for  unit  training. 

e.  The  analysis  for  the  wrecker  operator  duty  position  is  built 
upon  site  recommendations  made  for  the  other  duty  positions;  tire 
repairer,  mechanic.  If  a  task  is  performed  by  more  than  one  duty 
position,  then  the  decision  on  where  to  train  it  has  to  be  made  only 
once.  For  the  wrecker  operator,  because  of  its  low  percentage  of 
personnel,  the  duty  position  was  designated  for  training  in  the  unit. 

Yet  of  the  67  critical  tasks,  15  were  already  identified  for  training  in 
the  institution.  Thus  only  52  tasks  would  have  to  be  reviewed.  Of 
these,  the  Site  Selection  Board  identified  16  that  were  performed 
within  the  first  6  months  after  training  and  which  had  no  constraints 
for  training  in  the  institution.  The  remaining  36  tasks  all  could  be 
trained  in  the  unit.  Accordingly,  for  the  wrecker  operator  duty  po¬ 
sition:  67  tasks  were  identified  as  critical,  31  tasks  were  recommended 
for  training  at  the  institution,  and  36  were  recommended  for  unit 
training. 

F - 4 .  Cone! usj ons . 

a.  Through  this  iterative  process,  on  a  task-by-task  basis  each 
task  receives  an  initial  recommendation  as  to  where  it  should  be  trained. 
The  first  site  decision  is  made  on  a  duty  position  basi s ,  thereby  des¬ 
ignating  the  primary  training  site  for  each  duty  position  as  either 
institutional  or  unit  training. 

b.  A1 thounh  a  duty  position  has  been  designated  for  training  at 
either  the  institution  or  in  the  unit,  not  all  tasks  are  trained  within 
‘he  institution  or  within  the  unit.  Tasks  within  each  duty  position 
could  be  shared  between  institution  and  unit  depending  upon  the  initial 
requirement  for  performance,  the  amount  of  constraints  precluding 
training,  and  the  percentage  of  personnel  performing  the  task. 


c.  This  example  delineates  the  task  selection  and  site  selection 
process  showing  how  a  set  of  tasks  would  be  designated  for  training 
within  a  duty  position  into  either  institutional  training  or  unit 
training.  The  Site  Selection  Board  gives  this  initial  recommendation  to 
.he  designers.  They  elaborate  on  it  and  then  make  a  final  decision  on 
where  each  task  should  be  trained. 


INSTITUTION  UNIT 


SITE  SELECTION 
ngur.  h  EXAMPLE 
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JOB  PERFORMANCE  MEASURES 


■-I .  Purpose.  The  Job  Performance  Measure  (JPM)  provides  an  assessment 
of  the  soldier's  competence  in  a  specific  task.  Prepared  at  the  task 
level,  it  represents  the  best  approximation  of  how  the  soldier  is 
evaluated  on  the  job  while  performing  the  task. 

G-2.  Scope.  The  Job  Performance  Measure  is  the  single  reference  that 
the  total  training  system  can  use  as  the  indicator  of  competence. 

Because  of  the  importance  of  JPM,  considerable  emphasis  is  placed  on 
their  development  and  validation.  The  JPM  forms  the  basis  for  the 
training  development  process,  is  equivalent  with  the  Soldier's  Manual 
task  statement  and  could  easily  be  identified  as  an  SQT  test  item. 

G-3.  Preparation.  The  preparation  of  the  Job  Performance  Measure  is 
the  responsibi 1 i ty  of  several  individuals.  Though  the  JPM  is  prepared 
during  the  analysis  effort,  it  is  NOT  the  responsibility  of  the  analyst. 
Rather,  the  analyst  will  provide  input  to  the  actual  writer  of  the  JPM. 
This  individual  would  oe  a  member  of  the  developmental  team,  or  perhaps 
an  evaluation  specialist,  or  even  a  combined  effort  of  all  three  (anal¬ 
ysis,  development,  evaluation).  Through  the  integrated  efforts  o* 
analysis,  development,  and  evaluation  personnel  JPM  can  assist  in  the 
assessment/evaluation  process. 

G-4.  Considerations.  The  analyst,  because  of  his  involvement  in  the 
data  collection  effort  (Job  Analysis  and  Task  Analysis)  is  able  to 
project  whether  a  task  is  testable.  The  professional  recommendation  of 
the  evaluation  specialist  further  qualifies  the  JPM  in  terms  of  cost, 
time,  equipment,  practicality,  reliability,  and  validity  of  the  test. 

a.  Is  the  task  testable  on  the  job?  Because  of  constraints,  i.e., 
people,  equipment,  facilities,  ranges,  etc.,  a  task  may  not  be  able  to 
be  tested  on  the  job. 

b.  If  the  task  is  not  testable,  what  simulation  of  the  task  is 
possible? 

c.  Considering  the  variance  in  degree  of  fidelity  that  JPM  may 
have,  what  approximation  to  real  world  capability  can  be  predicted  from 
the  JPM  administered  on  the  job,  or  in  the  school  environment? 


G-5.  Sample  JPM:  protective  mask. 

a.  Job  performance  measures,  which  are  measures  of  task  performance 
become  the  official  Army  technique  for  saying  what  adequate  task  per¬ 
formance  is.  The  task  statement  contains  the  behavior,  conditions,  and 
standards  of  performance.  The  JPM  converts  these  statements  of  behavior 
conditions,  and  standards  into  a  procedure  for  measuring  a  soldier's 
performance.  Simple  tasks  like  putting  on  the  protective  mask  can  be 
readily  seen  (figure  G-l). 

TASK:  Put  on  the  protective  mask  after  detecting  the  presence 
of  gas  in  the  area  or  hearing  the  warning  "GAS"  shouted 
by  another.  Within  nine  seconds. 

Job  Performance  Measure 


Put  on  the  Protective  Mask 

Condition:  When  detecting  gas  in  the  area  or  hearing  the  warning  "GAS." 
Standard:  Within  9  seconds 
Initiating  Cue:  "GAS." 


Stop  breathing  (can  not  observe  this 
unless  in  gas  chamber) 

Stows  or  secures  weapons  or  equipment 

promptly 

Removes  helmet 

Opens  carrier  and  removes  mask  promptly 

Grasps  facepiece  with  both  hands 
Slides  thumbs  under  lower  head 
harness  straps 

Seats  chin  firmly  in  pocket  of 
facepiece 

Pulls  harness  over  head 

Closes  hand  over  outlet  valve  to 
clear  mask 

Blows  hard  to  clear  mask 

Places  palms  over  air  inlets  to 
block  air  supply 
Inhales  to  collapse  mask 


GO  fcO  GO 

REMARKS 

. 

Time _ 

Comments 


Figure  G-l.  Job  performance  measure. 

b.  While  the  correct  form  of  a  task  statement  communicates  what 
is  to  be  done,  the  correct  procedure  is  not  spelled  out.  Normally, 
a  procedural  task  is  detailed  so  that  each  step  is  documented  accord¬ 
ing  to  the  process  or  action,  the  order,  the  discriminations  and 
necessary  decisions.  The  JPM  is  taken  from  the  task  detail.  In  the 
JPM  for  putting  on  the  protective  mask,  the  JPM  administrator  can  not, 
with  the  equipment  provided,  tell  whether  the  soldier  stopped  breath- 
ing--that  can  only  be  observed  in  a  special  room.  That  item  js.  not 
administered  except  when  in  a  gas-present  area.  An  artificial 
initiating  cue  must  be  substituted.  Here,  the  test  administrator  might 
yell  "GAS"  loudly  or  provide  some  other  clear  cue.  The  administrator 
must  memorize  the  procedure,  and  fill  out  the  JPM  Checklist  form  after 
the  performance  is  complete,  and  note  the  reasons  for  any  bad  perfor¬ 
mance  after  the  performance  is  complete.  There  is  not  enough  time  in 
the  9  second  limit  for  test  administrators  to  move  their  eyes  from  the 
soldier. 
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G-6.  Design  guidelines 

a.  In  designing  the  JPM,  locate  critical  performances  and 
decision  blocks  performed  correctly  by  experienced  personnel  and 
incorrectly  by  nonmasters.  These  should  be  clearly  observable  by 
the  administrator  either  by  seeing  the  soldier  actually  do  something 
or  by  watching  an  indicator  or  signal  which  occurs  when  the  procedure 
is  clearly  correct  or  clearly  incorrect.  Some  tasks  are  more  com¬ 
plicated  because  they  depend  on  a  correct  action  or  output  from  an¬ 
other  soldier  or  supervisor.  If  a  gunner  calls  for  a  three  bag  charge 
and  the  loader  inserts  only  two,  the  scoring  will  be  incorrect.  Some¬ 
times  a  tape  recording  or  video  tape  of  the  task  performance  makes  the 
scoring  more  reliable.  It  is  critical  that  the  procedure  and  order 

of  performance  be  standard  for  all  JPM  administrators.  Further,  ex¬ 
perts  must  agree  whether  the  task  has  been  performed  correctly. 

b.  If  there  is  no  known  way  to  develop  a  standard  procedure  for 
measuring  the  performance,  it  must  be  further  analyzed  for  observables 
or  redefined  so  that  objectively  verifiable  indicators  can  be  reliably 
judged  or  rated.  When  there  is  no  general  consensus  as  to  how  a  per¬ 
formance  should  be  conducted  or  rated,  develop  an  arbitrary  procedure 
which  can  be  clearly  rated.  A  salute  is  arbitrary,  but,  in  the  U.S. 
Army,  there  is  one  clearly  accepted  procedure.  The  British  and  Germans 
do  it  differently  but  they  serve  the  same  tradition.  Some  tasks  may 

be  done  correctly  by  more  than  one  sequence.  When  this  situation 
occurs,  it  must  be  clearly  indicated  on  the  JPM  so  that  everyone  will 
get  full  credit. 

G-7.  Conclusions.  The  JPM  provides  the  means  to  assess  job  perfor¬ 
mance  through  measuring  performance  on  each  task.  It  is  a  critical 
element  in  the  training  development  cycle  and  certainly  the  subject 
of  much  debate.  Recognizing  its  significance  and  relevance,  the 
preparation  of  JPM's  is  a  vital  training  development  step  and  a 
crucial  event  that  occurs  during  the  front  end  analysis  efforts. 
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APPENDIX  H 


LEARNING  HIERARCHIES 


H-l.  Purpose.  The  creation  of  a  learning  hierarchy  involves  the  move¬ 
ment  from  the  analysis  phase  of  training  development  to  the  design 
phase.  It  is  here  that  the  course  designer,  using  the  task  analysis 
data  on  each  task  worksheet  provided  by  analysis,  lays  out  the  skills 
that  will  be  taught  and  begins  to  deal  with  their  relationships.  A 
learning  hierarchy,  or  shorthand  pyramid  of  objectives  is  a  quick  and 
efficient  way  of  showing  a  working  draft  of  the  skills,  knowledges, 
and  their  relationships  to  one  another,  necessary  for  performing  the 
terminal  objective.  Through  such  a  hierarchy,  the  designer  creates 
a  visual  representation  of  tha  relationship  between  a  terminal  objec¬ 
tive  and  its  subordinate  obje.tives  (fig  H-l). 

H-2.  Example  learning  hierarchy.  In  this  hierarchy,  the  designer  has 
taken  one  specific  task  from  the  task  list  provided  by  the  analyst 
(navigate  from  point  A  to  point  B)  and  has  written  a  task  statement 
(task/condition/standard)  for  that  portion  of  the  course.  From  the 
terminal  objective,  he  has  derived  the  major  subordinate  skills  (orient 
map  and  compass/hike  with  pack),  and  then  further  broken  down  those 
subordinate  skills  into  lower  level  prerequisite  skills  and  knowledges. 
Further,  he  has  shown,  by  drawing  prerequisite  lines,  the  relationships 
between  all  subordinate  skills  and  knowledges  and  the  terminal  objective. 
Thus,  for  purposes  of  course  design,  he  can  now  determine  which  specific 
skills  must  be  learned  before  the  student  can  master  higher  level  skills. 
With  the  completed  learning  hierarchy  there  is  a  graphic  representation 
of  the  essential  content  of  this  particular  portion  of  the  course. 
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APPENDIX  I 


SELECTING  TASKS  FOR  JOB  PERFORMANCE  AIDS 


1-1.  Definition.  A  job  aid  provides  information  that  guides  or  facil¬ 
itates  on-the-job  performance.  It  is  used  in  the  actual  work  situation. 

1-2.  Examples .  Checklists,  flowcharts,  worksheets,  decision  tables, 
system-fault  tables,  etc.,  are  all  forms  of  job  aids. 

♦  1-3.  Characteri sties .  A  job  aid  reduces  or  eliminates  the  need  for 

recall  by  providing:  a)  when  a  task  is  performed,  b)  what  is  to  be 
done,  c)  how  it  is  to  be  done. 

I  - 4 .  Da ta  required  to  make  the  decisi on . 

Task  delay  tolerance 

Rate  of  performance 

Frequency  of  performance 

Consequences  of  error 

Number  of  steps  in  task 

Physical  constraints  (to  using  job  aids) 

Complexity  (number  of  decisions,  discriminations) 

Task  done  in  variety  of  situations 

Parts  of  the  task  are  common  or  facilitate  other  tasks 

Type  of  stimulus  (visual,  auditory) 

1-5.  Rules. 

a.  Tasks  which  cannot  be  job  aided  because  there  is  little  time  to 
use  a  job  aid,  are  those  having: 

low  task  delay  tolerance 
high  rate  of  performance 

b.  Tasks  which  should  be  job  aided,  are  those  having: 

low  frequency 
many  steps 

many  decision  points 
high  consequences  of  error 

c.  Practice  must  be  provided  in  using  the  job  aid.  Other  reasons 
for  a  combination  of  job  aids  and  training  are  when  the  task: 
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must  be  applied  in  a  variety  of  situations 

has  parts  that  are  coirnon  skills  or  facilitate  other 

vibratioll!  etc  7  ’  d'fficuU  t0  discriminate  (e.g., 
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tasks 

detective. 
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MAIL  BACK  QUESTIONNAIRE  FOR  TRADOC  PAM  351-4  JOB  &  TASK  ANALYSIS 

You  are  asked  and  encouraged  to  comment  upon  this  handbook  and  its 
application  to  the  job  and  task  analysis  process.  Since  the 
methodology  for  job  and  task  analysis  progresses  faster  than  training 
developments  products  are  capable  of  responding,  it  is  essential  that 
TRADOC  receive  comments  on  areas  within  the  realm  of  job  and  task 
analysis  so  that  future  job  and  task  analysis  training  and  guidance 
can  be  refined  to  meet  the  user’s  needs.  Your  assistance  in  this 
refinement  effort  is  essential  to  the  TRADOC  training  developments 
process.  Please  provide  us  your  candid  feedback,  name,  AUTOVON 
number,  etc.  so  as  to  assist  us  in  understanding  your  comments.  If 
you  prefer  discussing  this  information  on  the  telephone  instead  of 
writing,  call  AV  680-3608  and  discuss  your  comments  with  personnel 
of  the  Occupational  Research  and  Analysis  Division  of  the  Training 
Developments  Institute,  Fort  Monroe,  VA. 

NAME : _ 

POSITION: _ 

OFFICE  SYMBOL: 


1.  Is  this  document  useful  to  you?  (YES)  (NO) 

2.  As  you  use  this  document  are  there  areas  that  you  feel  require 
EXPANDING?  (YES)  (NO)  REDOING?  (YES)  (NO) 

COMMENTS:  _ 


3.  Have  you  completed  the  J&TA  training  course~Tor  portions  thereof)? 
(YES)  (NO) 

COMMENTS: 


4.  Did  this  training  material  provide  the  skills  and  knowledges  you 
needed  to  do  your  job?  (YES)  (NO)  If  NO  what  was  missing? 
COMMENTS: 


5.  Did  this  pamphlet  provide  enough  information  to  assist  you  in 
doing  your  job?  (YES)  (NO) 

COMMENTS:  _  _ 


6.  Are  there  any  areas/subjects  in  this  handbook  that  caused  you 
any  problems?  (YES)  (NO) 

7.  What  would  you  do  to  improve  this  handbook  if  you  were  to 
republish  it  (i.e.,  format,  content,  etc.)? 

COMMENTS:  _ _ 


AUTOVON: 

SCHOOL: 


8.  Have  you  any  suggestions  on  refining  the  J&TA  process?  Procedures 
(YES)  NO) 

COMMENTS:  _  _ 
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The  proponent  for  this  pamphlet  is  the  Office  of  the 
Deputy  Chief  of  Staff  for  Training.  Users  are  invited 
to  send  comments  and  suggested  improvements  on  DA  Form 
2028  (Recommended  Changes  to  Publications)  through  channels 
to  Cdr,  TRADOC,  ATTN:  ATTNG-TDI -ORA ,  Fort  Monroe,  Virginia 
23651 
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